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Mission Statement 
 
 

 
St. Charles School, a member of Lumen Christi Catholic Schools and the 
Diocese of Youngstown, is a welcoming and caring community serving 
Boardman and its surrounding communities. 
 
We are dedicated to providing an academically challenging curriculum to 
students in kindergarten through grade eight. 
 
St. Charles School provides a high-quality Catholic education that promotes 
stewardship, as well as opportunities for embracing the whole child, thus 
preparing students for immediate and future success. 
 
The safe, nurturing and faith-filled environment enables students to become 
responsible decision-makers and confident Christian leaders for the 21st 
century. 
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I. PHILOSOPHY OF EDUCATION/MISSION STATEMENT 

 
LUMEN CHRISTI CATHOLIC SCHOOLS 

After years of planning and collaboration, Lumen Christi Catholic Schools was formed in 2012.  It is 
a Catholic school system that consists of St. Patrick, St. Nicholas, St. Christine, St. Charles, Holy 
Family and the Early Childhood Learning Center at St. Luke, Holy Family, St. Joseph and St. 
Christine. Lumen Christi Catholic Schools was created to accomplish the following: 
 

1. To strengthen and grow our Catholic schools in the Mahoning Valley. 
2. To enhance the Catholic identity and academic offerings at each of our schools. 
3. To utilize our human and financial resources more efficiently and effectively. 
4. To tell the story of Catholic education with conviction.  
 

The system utilizes the Board/President/Principal Model of administration which is in place in 
successful Catholic schools across the nation. The system has a two-tiered governance structure. 
There is a Member Board comprised of the Bishop, the Vicar General, the Diocesan Chief Financial 
Officer, the Diocesan Superintendent and the participating pastors. In addition, there is a Board of 
Directors comprised of parishioners and parents from each participating parish and school. These 
volunteers are appointed by the Bishop and represent a cross-section of professional skills and 
abilities from both the business and academic communities. The President oversees all schools and 
leads this effort to strengthen our Catholic schools. Finally, the Principals round out the 
administration and continue to have the most direct interaction with students and families. 
 
DIOCESAN PHILOSOPHY OF CATHOLIC EDUCATION 

We believe that St. Charles School, as part of a larger believing community, has a mission to proclaim 
the Gospel of Jesus Christ through excellence in educational programs and service to the Catholic 
community in particular and society in general.  The foundations of Catholic belief and practice are 
taught while developing a sense of community, an atmosphere of worship, and a concern for social 
justice.  These themes permeate all aspects of St. Charles School organization and curriculum which 
meets the religious, academic, personal, and social needs of children.  
 
The Office of Catholic Schools and Lumen Christi Catholic Schools provides leadership and support 
which enables St. Charles school to be an integral, viable element of St. Charles Church’s mission of 
education.  The Office of Catholic Schools and Lumen Christi Catholic Schools establishes the climate 
and framework for fostering excellence in education at St. Charles School. 

 
SCHOOL PHILOSOPHY 

The Administration, faculty, and staff of St. Charles School strive to 
 provide a community and curriculum which meet the needs of the whole child; 
 continue the tradition of academic excellence; 
 help students integrate religious thought and values in their daily lives; and 
 model and develop leadership and service. 

 
GOALS AND OBJECTIVES 

Saint Charles School educates students to 
 strengthen and develop a personal love for Christ by 

--growing in a meaningful prayer life and understanding Catholic beliefs, worship and    
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    moral teaching, 
--forming a Christian conscience and developing decision-making skills based on Gospel  
   values, 
--developing positive attitudes of concern and respect for others and 
--becoming involved in Christian service. 

 
 develop a wholesome self-image by 

 --recognizing, developing and respecting the God-given talents in themselves and others, 
 --developing self-discipline and assuming personal responsibility for their attitudes and  
                  behaviors, 
 --developing leadership skills and 
 --achieving academically. 
 

 Assume personal responsibility for learning by 
 --developing those study skills which promote life-long learning, 
 --developing and applying critical thinking and problem-solving skills in all areas of   
                  the curriculum, 
 --acquiring proficiency and clarity in oral and written communication, 
 --exploring basic concepts of science and social science, 
 --achieving math competency and computer literacy, 
 --increasing awareness and appreciation of our multi-cultural heritage, 
 --experiencing and appreciating aesthetic value in art, music and literature, 
 --developing habits of healthful living and skills for physical fitness, sportsmanship and 
    recreation and 
 --becoming aware of career options and leisure pursuits and seeking guidance in the     
     application of their talents.  

 
SCHOOL PERSONNEL 

The Saint Charles School community is made up of many persons who are dedicated to the vital role of 
contributing positively to each child’s education and well-being.  They include the following: 
 
 Lumen Christi Catholic School Board of Directors and Member Board 
 Priests and Deacons 
 Principal 
 Classroom Teachers  
 Music Teacher 
 Art Teacher 
 Physical Education Teacher 
 Library Aide 
 Technology Teacher  
 School Administrative Assistant 
 Office Receptionist/Attendance Secretary 
 Door Monitor 
 School Psychologist 
 School Counselor 
 Speech/Language Therapist 
 Remedial Reading Teacher 
 Title I Math Teacher 
 Intervention Specialist 
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 Auxiliary Services Clerk 
 School Nurse 
 Parish Director of Religious Education 
 Parish Music Minister 
 Parish Youth Minister 
 Maintenance Persons 
 Athletic Director 
 
All members of the staff have proper training and certification to fulfill their roles as educators.  
They continually update themselves through workshops, seminars, and formal classes. 
 

II. ADMISSION AND REGISTRATION POLICIES AND PROCEDURES 

 
NONDISCRIMINATION CLAUSE 

St. Charles School, administered under the authority of the Catholic Diocese of Youngstown and Lumen 
Christi Catholic Schools, complies with those constitutional and statutory provisions, as may be 
specifically applicable to the schools, which prohibit discrimination on the basis of race, color, sex, age, 
marital status, handicap or disability, national origin, or citizenship in the administration of their 
educational, personnel, admissions, financial aid, athletic and other school administered programs. 
 
This policy does not conflict with the priority given to Catholics for admission as students.  This policy 
also does not preclude the ability of the school to undertake and/or enforce appropriate actions with 
respect to students who advocate on school property or at school functions any practices or doctrines 
which are inconsistent with the religious tenets of the Catholic faith.  
 
NON-CATHOLIC STUDENTS 

The presence of students from other faiths provides a wonderful diversity to the school.  However, the 
presence of non-Catholic students in St. Charles School shall not alter the primacy of Catholic religious 
formation as an integral component of the educational program in St. Charles School. As such 
 

 non-Catholic students are expected to participate in the religious formation and 
education programs of St. Charles School. 

 non-Catholic students must participate in liturgies, retreats, other religious 
functions, and religion classes for credit. 

 non-Catholic students may be exempt from formal co-curricular or extracurricular 
sacramental preparation programs, but not from the catechesis held during the 
school day. 

 non-Catholic students are expected, for testing and discussion purposes, to be 
knowledgeable of the Catholic Church’s positions on scripture, revelation and 
moral practices.  While Catholic teaching respects the various faith traditions of the 
students attending the St. Charles School, parents must be aware that it is the 
Catholic position that will be taught. 

 
DIOCESAN INITIAL ADMISSION REQUIREMENTS 

Students who desire an educational experience founded on the Catholic philosophy of education 
and who fulfill the age, health, academic and behavioral requirements are eligible for admission to 
the school.  
 
Lumen Christi Catholic Schools and St. Charles School set registration procedures and admission 
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policies.  The availability of space and the order of preference for admission are determined by 
Lumen Christi Catholic Schools and St. Charles School according to the following general criteria: 

Registrants for school will be accepted in the following order: 

Catholic elementary students should attend either their own parish school or, if their parish has no 

school, the Catholic school which is nearest their home or the Catholic school that could best 

provide individual needs.   

a. Catholic children of families who are registered in, attend and contribute to any Catholic 
Parish within the Diocese of Youngstown; 
 

b. Non-Catholic students who have siblings in St. Charles School; 
 
c. Non-Catholic students on a space available basis. 

 
Catholic elementary students should attend either their own parish school or, if their parish has no 
school, the Catholic school which is nearest their home or the Catholic school that could best 

provide individual needs.   
 

A registration deadline is set annually.  All persons registering must submit all registration material 
to the office on or before the deadline.  Registration is not considered accepted until all paperwork 
and fees are paid.   
 
Non-Catholic students who register before the deadline have priority over Diocesean Parish and 
other registrants who have not submitted all registration data on or before the deadline. 
 
RE-REGISTRATION 

Families whose children already attend St. Charles School are required to re-register for the 
following academic year.  This re-registration takes place during the second semester and there is a 
non-refundable fee of $25 per student. 
 
REGISTRATION OF NEW STUDENTS 

Registration of new students takes place during the second semester after the re-registration of 
current school membership has been completed and the number of available places has been 
determined.  At the time of initial entry to St. Charles School the parents shall present the following 
documents: 
 1.   Completed application form 
 2.   Birth certificate (original) 
 3.   Copies of records from the school the student most recently attended or a signed release 
       of records authorization (including preschool records for incoming kindergarten 
                     students) 
 4.   Baptismal record (if applicable) 
 5.   Immunization record (as required by the Ohio Revised Code) 
 6.   Social Security number (if U.S. citizen) 
 7.   Legal arrangements of student’s custodial and non-custodial parents 
 8.   Completion of an emergency medical form 
 9.   Proof of having satisfied tuition obligations at the student’s former Diocesan school, if  
       previously enrolled at a Catholic school in the Diocese of Youngstown. 
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In requesting registration at St. Charles School, both student and parents agree to comply with and 
support all policies and regulations. 
 
ADDITIONAL INFORMATION FOR ADMISSION TO GRADES 1-8 

1. Educational and health records from previous school; 
2.    Students wishing to attend Saint Charles School in Grades 7 and 8 who have never         
        attended a Catholic School are considered for admission on a case by case basis. 

 

AGE FOR ADMISSIONS 

Children who reach the age of five years by September 30th may be admitted to the kindergarten 
program.  Children who pass early entrance tests administered by the public school district will be 
admitted only if room permits.  Children entering Grade 1 must be six years of age by September 
30th and must provide evidence of successfully completing Kindergarten in an accredited school. 
 
GENERAL CONDITIONS OF ADMISSION 

In certain cases, students may be admitted on a probationary basis subject to the student successfully 
completing one or more subsequent interim evaluations.  Students with academic or other needs (i.e., 
behavioral), which cannot be reasonably addressed by the school may be denied admission. 
 
School application forms may request disability-related information.  The Americans with Disabilities 
Act (ADA) does not prohibit a school from asking questions about a student’s disabilities provided that 
information does not discriminate (automatically prohibit a student from applying). 
 
FOREIGN STUDENTS 

The Diocese of Youngstown and Lumen Christi Catholic Schools endeavors to remain certified by 
the U.S. Immigration and Naturalization Service to admit F-1 Non-Immigrant students.  The school, 
therefore, adheres to the following policies for enrolling non-U.S. persons. 

Since January 30, 2003 all schools in the United States wishing to enroll Nonimmigrant F-1 students 
by the use if an I-20 form have been required to register in the Student Exchange Visitor 
Information System (SEVIS.)  St. Charles School has chosen to register with SEVIS and is qualified to 
enroll an F-1 student. 

 
Also required of the incoming student is: 

a. I-20 Form (if applicable) 
b. Diocesan Emergency Care Form 

c. State Immunization Form 
d. Local Admissions Forms 

e. VISA 
 

CLASS PLACEMENT 

The principal/administration and faculty reserve the right to place students in a class which is 
consistent with the results of the student’s prior academic records and any admission testing.  
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III. PARENTAL ROLES AND RESPONSIBILITIES 

 
PARENTAL ROLE 

Lumen Christi Catholic Schools recognizes parents as the primary educators of their children.  St. 
Charles School exists to assist parents in the Christian formation of their children. The greatest single 
factor in building a child’s intellectual, cultural, and moral and spiritual attitude is the example a parent 
provides in the home. 
 
In this handbook, the term “parent” refers not only to a student's natural or adopted parent, but to a 
student's non-parent legal guardian or to any person or agency authorized to act in place of parents. 
 
Parents are expected to display an attitude of respect and support toward the school, the staff, and the 
educational process by: 
 

 Supporting St. Charles School’s mission and commitment to Christian principles; 
 Supporting St. Charles School policies as outlined in the school handbook and regulations.  

In addition, parents are to ensure their son/daughter has read this handbook; 
 Participating fully in school programs that are developed to support the education of their 

children; 
 Remaining informed about and involved in the religious instruction of their children.  
 Discussing problems with the individual’s concerned and avoiding criticism of teachers 

and St. Charles School policy; 
 Paying fees (tuition, registration fee, etc.) on time and  
 Reimbursing the school for any property destroyed or not returned (accidentally or 

intentionally). 
 

PARENT INVOLVEMENT 

Parents’ involvement in the school life of their child is an expectation.  Depending on family 
circumstances, this involvement can take many forms.  Examples include support for school 
policies, providing homework, study and organization support for their children at home, being 
active in parent organizations, or serving as a school volunteer. 
  
Parent Volunteer Program 
Parent volunteers are vital to making St. Charles a quality school.  Many of the best elements of our 
school exist because of the dedication of our volunteers.  The opportunities for parents to assist the 
teachers and staff and become involved in activities at Saint Charles School are listed below: 
  
 Clerical Aide   Lunchroom Volunteer 
 Art Room Aide   Hot Lunch Volunteer 
 Playground Volunteer  Healthy Snack Table Volunteer 
 Classroom Volunteer  Homeroom Parent Volunteer 
 

In August, a volunteer letter will be given to parents identifying areas of need in the school and 
parents may then indicate their preference for volunteer activities.  In order to be eligible at St. 
Charles School, all parent volunteers must comply with and complete the Child Protection 
Compliance Policy (class, forms, and fingerprinting), as well as attend the annual meeting of 
volunteer policies and procedures set forth by St. Charles School.  In addition, volunteers are asked 
to sign in and out of the school building with the Door Monitor upon their arrival and departure. 
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PARENTS AND CELLPHONES 

It is the responsibility of school personnel to communicate with parents regarding a child if there is 
a need during the school day (illness, behavior, etc.). Parents have placed a trust in the school and 
to receive communication from a parent volunteer, instead of the school, is not appropriate.  We ask 
that all parents respect this relationship of trust by allowing any needed communication to be made 
by a teacher, nurse, or office personnel. 

 

PARENT ORGANIZATIONS 

Participation in parent organizations is welcomed and encouraged and is another vehicle for active 
parent participation in the school.  For the sake of the overall school community, the parent 
organizations are subject in all respects to the Pastor/principal.  All parent organization activities 
and all materials prepared by parents must be submitted to the administration/designee for 
approval prior to implementation and/or distribution. 
 
St. Charles Home and School Association 
The Home and School Association (HSA) promotes communication between parents and teachers.  
All parents and faculty are members, and meetings are open to all parents. The HSA is sponsored by 
St. Charles School to promote a cooperative effort at meeting certain needs of the student body.   
 
The primary function of the St. Charles HSA is service.  It enlists room parents for each classroom, 
coordinates service to the community, hosts activities during Catholic Schools’ Week and the annual 
Open House.  All funds raised by the Home and School are used for various projects in the school. 
 
The HSA should strive to: 
 1.   provide a means by which parents can respectfully articulate their values and 
           expectations regarding the school so that these can be examined and addressed by the 
           principal; 
 2.   support and promote quality Catholic education at the school; 
 3.   encourage Catholic values of family life; 
 4.   share with teachers the values that parents are attempting to develop in their children 
           at home; 
 5.   acquaint parents with up-to-date information concerning current developments in  
         educational initiatives as they may affect the school so that they can be in a better  
         position to promote the legitimate rights of their children;  
  6.   unify parents in an effort to raise funds each year for St. Charles School. 
 
The HSA has the following objectives: 
 1.   to assist the school faculty in providing a quality, Catholic education to the students of  
         St. Charles School through financial and volunteer support of religious and academic 
         programs; 
 2.   to promote positive relationships and enhance communication among parents, students 
         and faculty; 
 3.  to raise funds to support the religious and educational needs of the school, students and  
              faculty. 
 
St. Charles Athletic Club 
The Athletic Club exists to support the curricular and extra-curricular athletic programs at St. Charles 
School. The Athletic Director, Athletic Club and School Administration oversee all athletic programs. 
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OPEN COMMUNICATION 

It is important to the welfare of St. Charles’ students that the lines of communication remain open 
between home and school.  If questions or concerns arise, please go to the party most directly 
involved FIRST.  Misconceptions and rumors that can do irreversible damage to your child, to a 
teacher’s good name, and to the school’s reputation, and can be avoided by open communication.  A 
child’s perceptions are very real to him/her, but they often do not reflect the full story.  Please make 
an effort to problem solve with the teachers, as they will with you. 
 
Teachers are available to parents throughout the school year to keep the lines of communication 
open in the best interest of the students.  Parent-teacher conferences can be scheduled throughout 
the school year if necessary.  Parents should first privately contact a teacher with any concerns 
about a student or class before seeking intervention by the school administration. Social media 
should never be a means to communicate a problem with the school. 
 
Two scheduled Parent Conference Days during the school year promote a greater understanding of the 
needs and growth patterns of the students, as well as strengthen home-school communication.  If 
additional conferences are needed, an appointment may be made with the teacher for a mutually 
convenient time. Parent conferences are usually held in mid-November and mid-February. 
 
The principal is willing to meet with parents about questions and concerns, especially those 
involving administrative matters or issues that cannot be solved with other staff members.  Parent 
perspectives are welcomed, as they may help to strengthen St. Charles School. 
 
Anonymous letters or phone calls will not be acknowledged or addressed.  If there is a problem or 
concern, it is important that all parties work together for a solution.  All staff members are 
concerned about all students and what is best for them.  The fear that a child will suffer if a parent 
complains is unfounded.  Your child and his/her experiences are important and do not need to be 
validated by, “the other parents think so, too.”  In discussion with staff members about your child, 
only concerns that affect your children will be discussed.  Professional ethics demand that school 
personnel not discuss another parent’s child with a parent, although we certainly deal with 
situations involving other students and your child as needed. 
 
It is inevitable that problems and differences of opinions will arise during the course of the school 
year.  As we all have the welfare of the children in mind, we hope to resolve each issue with that as 
the goal.  It is also requested that you pass along the things that are appreciated about St. Charles 
School. 
 
Parents are expected to keep the school updated about individual or family situations that may 
have a bearing on their child at school; i.e. health concerns, custody information. Forms required by 
the school to provide information needed by the school should be returned promptly.  Changes in 
physical addresses, email adresses and phone numbers should be reported immediately. 
   
Family Handbook 
The family handbook is available online at the school’s website..  Parents and students must sign 
the agreement stating that they have read the family handbook and intend to abide by the policies 
within.   
 
Classroom Procedures and Policies 
At the beginning of each school year, each classroom teacher will send home an introductory letter 
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with information regarding classroom procedures and policies.  Periodic class news updates will 
also be sent.  In addition, each teacher will inform parents of the class procedures for returning 
papers and projects for students to take home. 
 
Student Progress 
Parents will be kept informed of student progress through papers brought home on a regular basis,  
online interim reports midway through each quarter, quarterly report cards, and the opportunity 
for scheduled parent/teacher conferences. In addition, all parents are given a username and 
password to access “OptionC,” an online program designed to give parents the opportunity to 
monitor student progress through access to teachers’ grade-books. Finally, results of all 
standardized testing will also be communicated. 
 
St. Charles School E-mail and Texting Guidelines for Parents 

E-Mail and texts may be a fast and convenient way for you to send messages, but this may not be 
the case for many of our teachers.  Some teachers read their e-mail messages in the morning before 
school, some read them at the end of the day, and some read them during the school day.  Many 
teachers prefer to use the phone to speak directly to parents. Please do not use texting as a form of 
communication with a teacher. 
 
For these reasons, please remember if you choose to send an e-mail message to a member of our 
professional staff, you may not get an immediate reply.  In fact you may not receive an e-mail reply 
at all, since the staff members will determine how best to contact you: by e-mail, phone or to 
schedule a personal conference. 
 
When using e-mail: 

 

1.   A signed e-mail permission form must be on file at school.  The permission form will 

indicate the e-mail address(es) that will be used to communicate with teachers.  Only 

authorized e-mail addresses will be used by our staff to communicate with parents.  Please 

send e-mail messages from an authorized e-mail account. 

 

2.   Please send only non-vital messages by the medium.  For example, do not use e-mail to 

inform a teacher that your child is not to go home on the bus.  A teacher may not have time 

to read your message in a timely fashion.  Instead use the telephone to contact the main 

office to be sure your message is received and clearly understood.   

 

3.   Your child’s academic progress, learning expectations, or behavioral issues are best 

addressed through a telephone conversation or by scheduling a personal conference with 

your child’s teacher.  An e-mail message on these matters is not appropriate. 

 

4.   Please remember that e-mail is not necessarily confidential.  Confidential information 

should be conveyed by phone or personal contact. 

 

5.   Please identify yourself in the subject line of your e-mail message and, if appropriate, the 

name of your child. 
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 6.   For all medical and health concerns, please contact the school nurse by phone. 

 

 7.   Please keep all contacts professional.  Jokes, amusing or special stories, chain letters, or 

 commercial solicitation are inappropriate and reduce valuable teaching time. 

 

8.  Mass e-mail to the school staff must be approved by the Principal before sending the e- 

mail. 

The school maintains e-mail accounts for teachers to facilitate parent/teacher communication and 

internal staff communication.  The school reserves the right to block or filter e-mail messages to 

staff that are not directly related to school business or the school’s educational mission. 

 

Remember that e-mail is a quick way to send a message, but it is not necessarily the best way 

to get a quick reply. 

 

Please refer to the list of e-mail addresses Appendix 11. 

 

Telephone Calls to Teachers 

Teachers are willing to discuss any concern that a parent might have.  It is very difficult for any 

teacher to respond during the school day. Please allow the teacher enough time to respond to a 

phone message . 

 

Texts to Teachers 

It is the policy in the Diocese of Youngstown that teachers may not text a parent regarding any 

student’s information (i.e. grades, behavior, etc.) 

 

Weekly Mail Packet 

The Weekly Mail Packet is accessible online through Option C. Every Wednesday, all parents should 

review the latest newsletter, which is sent home in hardcopy with the youngest or only child. All 

attachments can be viewed on Option C from their home computer.  Parents should print the 

attachments they would like to keep. Hard copies of forms will be distributed to students if the 

forms are from 

 St. Charles School/Athletic Club 

 St. Charles Parish 

 St. Charles Home and School 

 Cardinal Mooney High School 

 St. Charles School monthly lunch menu and tickets 

 

Forms for other sources and any fliers may be uploaded at the discretion of the principal. 

 

 All computers must use the latest version of Adobe.  This is a free program and can be downloaded 

from the internet.  Parents should also regularly clear the “cookies” from their computer. This can 

be done after getting onto the internet on the host of choice, click on the tools button and then 

choose delete browsing history.  
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  Directions for the Wednesday Mail Packet: 

 Log onto school’s Option C website www.OptionC.com 

 Enter school number: 6693 

 Sign in with family or student username and password. 

 All items will be listed for your viewing on the homepage. 

 

Bulk E-Mails and Texts from St. Charles School 

Informational emails may be sent by the school from time to time as reminders of upcoming events 

or general instructions. Text messages may also be sent in a situation that requires getting 

information to families in a quick manner.  A text message Opt in form must be on file for any family 

to receive texts. Please refer to Appendix 12. 

   

IV.  CURRICULUM 

 
St. Charles School is chartered by the state of Ohio and is accredited by the Ohio Catholic School 
Accrediting Association (OCSAA).  Courses of Study developed by the Diocese of Youngstown Office 
of Catholic Schools and adapted from best practices in education today provide the framework for 
St. Charles School’s curriculum and instruction.  The total curriculum includes the development of 
Catholic values and attitudes, as well as the attainment of knowledge and skills necessary for the 
student’s spiritual, moral, intellectual, social and physical development.  The Diocesan Courses of 
Study encompass the Content Standards for the State of Ohio. 
 
Curriculum encompasses the sequentially ordered learning experiences which St. Charles School 
provides for its students.  The total curriculum includes the development of Catholic values and 
attitudes, as well as the attainment of knowledge and skills necessary for the student’s spiritual, moral, 
intellectual, social and physical development. 
 
The basic curriculum of St. Charles School follows the diocesan curriculum guides and includes the 
following subjects:  Religion, Reading, Language Arts (English, Spelling, Handwriting), Mathematics, 
Science, Social Studies, Fine Arts (Art and Music), Health and Safety, Physical Education, and 
Computer Education (but not necessarily for each grade level). 
 
RELIGIOUS EDUCATION PROGRAM 
The purpose of St. Charles’ religious education program is to proclaim the Gospel message so that 
the students grow in their relationship with God and become people who are convinced of God’s 
love and goodness. Religion classes are taught daily for at least 30 minutes in all grades.  The Parish 
Religious Education Center provides teachers, parents and students with a comprehensive and 
current library of books and media.  Teachers can borrow media resources from the Diocesan 
Media Library.  Attendance at parent education programs is required for those whose children will 
be celebrating the sacraments:  Eucharist, Reconciliation and Confirmation. Although all students 
participate in Religious Education instruction, only those students baptized in the Catholic faith 
participate in the Catholic sacraments. 
 
Eucharist 
Students who are Catholic in Grade 2 receive instructions and have the opportunity to celebrate the 
Eucharist.  This sacrament is celebrated in late spring each year. 
 
 

http://www.optionc.com/
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Reconciliation 
Students receive instruction in Grade 2 and have the opportunity to celebrate the Sacrament of 
Reconciliation (students in Grade 5 receive an in-depth instruction on the sacrament.)  Students in 
all grades are encouraged to receive this sacrament regularly.  To that end, students in Grades 2 – 8 
have an opportunity to celebrate the sacrament of Reconciliation during the Lenten season.  
 
Confirmation 
Students in Grade 8 celebrate the Sacrament of Confirmation each year.  The immediate 
preparation for the sacrament takes place in special classes provided by the parish.  Occasionally, 
their parents and sponsors are invited to these classes. 
 
Religious Experiences 
In addition to the regular religion class taught by the teachers, the following experiences enrich the 
program: 
 
 1.  celebration of Liturgy on Holy Days and other special feast days; 
 2.  celebration of the Sacraments of Reconciliation and Eucharist; 
 3.  participation in prayer services, class masses, all school masses, Scripture services,   
      Stations of the Cross, the Rosary and May devotions; 
 4.  commemoration of Catholic Schools Week through faith-sharing experiences with  
      families;   
 5.  participation in special retreat days; 
 6.  daily prayer and intentions. 
 
Parents and guardians are invited to participate in liturgies and prayer services.  Notices of date 
and time will be given to parents through the yearly and monthly calendars.  This information will 
also be published in the weekly newsletters.  
 
www.webelieveweb.com is the website for the religion series we are using in Grades K – 8.  An 
overview of the entire series as well as family activities and prayers can be found on this site.  
Families of all students are encouraged to use it often. 
 
TEXTBOOKS/SUPPLEMENTAL MATERIALS 
Textbooks used at Saint Charles School are listed in Appendix 1. 
 
TECHNOLOGY 
A fully equipped Computer Center allows for regular computer instruction for all grades. In 
addition, all classrooms are equipped with SmartBoards, an interactive computer tool.  On-line 
services are also available in the Computer Center, Media Room, library, individual classrooms and 
throughout the building.  Access to on-line information is monitored by individual teachers as well 
as by a filter system. St. Charles School is wireless for internet use. Our service is password 
protected. Students will use iPads provided by St. Charles School. Students may not use their own 
device, unless special accommodations have been made. Proper use of technology, especially the 
Internet, is an important consideration. No student may use the Internet unless the school has on 
file an Internet Access/Educational Use Agreement which is signed by the student, the student’s 
parent or guardian and the principal.  This Agreement must be completed annually. The computer 
and the Internet use must be in support of education and research and be consistent with the 
educational objectives of the Office of Catholic Schools.  Using school facilities for Internet and e-
mail is a privilege, not a right.  Inappropriate use which includes, but is not limited to unauthorized 
transmittal or improper use of copyrighted materials or materials protected as trade secrets; 

http://www.webelieveweb.com/
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transmission of threatening or obscene materials; vandalism of computer files; and violation of 
computer security as determined by the school administration can result in a cancellation of those 
privileges and also subject the student to other disciplinary action.  Vandalism is defined to include 
any malicious attempt to harm or destroy data of another user, the Internet or any agencies or 
networks connected to the Internet.  The creation and/or uploading of “computer viruses” are 
expressly prohibited. 
 
For detailed information about the use of the Internet and penalties for misuse of technology, please 
refer to the Saint Charles School Code of Conduct (Appendix 2), St. Charles School Internet Policy (See 
Appendices 3) the IPad User Agreement (Appendices 13). 
 
FINE ARTS 

All grades participate in a fine arts program, including vocal and instrumental music, art appreciation 
and visual art. 
 
Art 
Art is taught in all grades by a licensed art instructor.  Student work is showcased in several Art Shows, 
(e.g. Scholastic Art Competition for all 7th and 8th grade students, All school Art Fair, Diocesan Jr. High 
Show and the Annual Jr. High Art Contest). Art is incorporated into cross-curricular classes and 
activities. 
 
Music 
A licensed teacher provides regular instruction to all grades in vocal music and music theory.  Grade 4 
students learn music theory and performance through the use of recorders.  The optional instrumental 
music program in Grades 4 – 8 provides the opportunity for group lessons after the school day.  Saint 
Charles students in grades 3-8 are invited to participate in the Parish Children’s Choir.  Students in 
Grades 5 – 8 are encouraged to participate in the Choir Chimes Ensemble.  
 

TESTING 

St. Charles School’s testing program is intended to assist teachers and administrators in a 
systematic evaluation of the academic and religion programs, to diagnose students’ strengths and 
weaknesses, and to aid in revision of the curriculum and planning of instruction. 

In addition to academic tests for grading purposes, St. Charles School will administer standardized 
religion and achievement tests according to the diocesan testing program, the results of which will 
be shared with parents. 

TESTING PROGRAMS 

 Students in grades five and eight take the Assessment of Catechesis/Religious Education  

 (ACRE).  
 
 Students in grades two, four and seven take the Iowa Tests of Basic Skills (ITBS) and 
  Cognitive Abilities Test (CogAT). 
 
 Students in grades one, three, five and six take the Iowa Tests of Basic Skills (ITBS). 
 
 Students in grades three and five take the Off-Grade Writing Proficiency Tests. 
 
 Students in grade eight will take the Off-Grade Proficiency Tests. 
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 All students will take the STAR Assessments in Reading and Math three (3) times a year. 
 
 Students in Grade 8 will take the Aspire ACT. 
 
 
HOMEWORK 
In order to reinforce daily work and develop good study habits, the school promotes specific 
homework policies.  Homework is ordinarily assigned daily.  For Grades K-6 homework is not usually 
assigned on weekends, on the eve of a holiday, or on other special occasions.  Long term assignments 
and projects, reading, research, or assignments not completed during the week may extend over the 
weekend.  Students in grade 7 and 8 may be assigned weekend homework. 
 
Assignments are an outgrowth of classes and are intended to supplement learning, to reinforce what 
was taught in class, and to provide for opportunities to use research skills.  Homework helps students 
prepare for class participation.  Homework can stretch thinking and help students apply what is 
learned to real-life situations.  Homework assists in responsibility and good study habits.  These are 
skills that are essential to students being successful in school as well as later in life.  Accepting 
responsibilities related to homework means that students need to take direction independently, 
manage time, and complete work to the best of their ability. 
 
Time allotments for homework depend on the type of assignment and on the age and grade level of the 
students.  No definite time limit can be determined for all, since children work at different rates of 
speed.  Homework can range anywhere from 5-20 minutes per night for the younger students and up 
to an hour or two per night for middle school students.  If parents feel the homework assignments 
are excessive, please discuss this with the teacher. 
 
Teachers will communicate homework procedures and policies to parents.  They will communicate 
clear expectations to the students and teach skills and strategies for managing homework.  Teachers of 
kindergarten and grade one communicate assignments in written fashion.  Students in grades 2 
through 8 will write their assignments in an assignment book under teacher direction and guidance.  
While all written homework is checked for completion and understanding, not all written homework 
will be assigned a grade. 
 
Parental support of homework includes helping the child develop a routine time and place to 
accomplish assigned work.  Encouraging the use of assignment notebook, checking over finished 
assignments, helping with math facts, listening to oral reading, quizzing for comprehension, or taking 
the child to the library for resources are all areas for parental involvement.  Sometimes teachers send 
home assignments that directly involve a parent.  The importance of parental support of homework 
has shown to be a significant factor in a child’s success.  However, generally homework is first and 
foremost a student responsibility and should be treated as such.  Developing responsibility is a gradual 
process and one we encourage at St. Charles School in order to help the student gain necessary skills to 
function as responsible, independent individuals.  The school will work with parents to try to ensure 
that students develop a sense of responsibility and the needed study skills for their own assignments. 
 
Teacher Homework pages are also available through Option C.  The pages will be available for 
viewing Monday after school through the following Sunday evening (if a parent needs to refer to a 
previous week listing, they may contact the school office to request a copy be emailed to them).  
These pages are updated weekly. Any parent may follow the directions listed above to access 
Option C to access the teacher pages. 
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GRADING/REPORT CARDS 

Evaluation of the student is based on teacher judgment and observation, daily work, tests, and teacher 
prepared assessments (to include but not be limited to projects, portfolios, speeches, etc.), class 
participation, and effort. 
 
There are three (3) elementary report cards: the kindergarten standards-based report card, the 
first grade standards-based report card, and a report card designed for grades 2-8. The purpose of 
report cards is to provide parents with tangible evidence of their child’s growth and development 
and to promote mutual understanding and helpfulness between home and school. 
 
Report cards are issued four times a year for grades 1-8.  Kindergarten report cards are issued three 
times a year.  Kindergarten does not receive a report card until the end of second quarter. All report 
cards are distributed the week following the end of the quarter.  The final report card is mailed to the 
home.  Report cards, except the final one, are to be signed by the parent or guardian and returned to 
the school.  

 
Kindergarten and First Grade Report Cards are standards based. 

 The established grading scale is: 
3 Mastered: Consistently demonstrates an understanding of processes, skills, and  
 Content 
2 Developing: Not yet consistent in demonstrating an understanding of processes,  
 skills, and content 
1 Not yet developed: Requires more time and experiences; shoes a limited  
 understanding  
Blank – Has not been assessed this grading period 
 

The report card for grades 2-8 has a space for an achievement grade for all subjects.  The 
following are the required practice: 

 The established grading scale is: 
A 93-100     O Outstanding 
B 85-92      S Satisfactory 
C 75-84      P Progressing 
D 67-74      N Needs Improvement 
F 66-0 
 

Music, Art, Physical Education 
 Grades K -1 
  3 = Proficient  2 = Developing  1 = Emerging 
 
 Grades 2 – 4 
  O= Outstanding     S= Satisfactory     P= Progressing N=Needs Improvement 
 
 Grades 5 – 8 
 Letter grades as above 

 
Science, Social Studies, Handwriting, Religion, Health:   Grades 2 – 3 
 O= Outstanding     S= Satisfactory     P= Progressing N=Needs Improvement 
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Codes for Religious and Social Development: 

   O= Outstanding     S= Satisfactory     P= Progressing N=Needs Improvement 
 

Study skills needing improvement are indicated for the appropriate subject area(s). 
 
Interim progress reports (grades 2-8) are available on Option C to parents/guardians midway 
through each quarter.   
 

HONOR ROLL 

Academic achievement is recognized at the end of each quarter for students in grades 5-8.  Students 
who earn all A’s are recognized as High Honor Roll. Those who have earned all A’s and B’s are 
recognized as Honor Roll.  This recognition is intended to be motivational.  Parents are reminded to 
keep these honors in perspective. 
 
PROMOTION/FAILURE POLICY 

A major goal of the school is to assist students to complete each academic year satisfactorily.  The 
repetition of a grade is recommended when it is deemed by the school to be necessary and 
advantageous to the particular needs of the student. 
 

 The final decision to promote or retain a student is based on the student’s academic 
performance and best interest as determined by the principal. 

 Teachers will notify parents if their child is not progressing satisfactorily toward a 
passing grade in the course. 

 If a student does not meet the criteria for promotion, a conference will be held with the 
parents and appropriate school personnel in attendance.  If it is determined that 
additional educational support may enable a child to be placed in the next grade, a 
program will be developed and agreed to that provides for the student to participate in 
various educational interventions, including, but not limited to tutoring, summer 
school, and/or instruction at a learning center.   Satisfactory completion of this 
program serves as the condition for placement into the next grade. (See Appendix 4) 

 
FIELD TRIPS 

 Field trips are privileges planned by teachers and approved by the school principal 
with educational purposes as the primary objective and in light of financial 
considerations.  Students may be denied participation if they fail to meet academic or 
behavior requirements.  

 Field trips are considered an extension of the school day and the Code of Conduct will 
apply. 

 A student must give to the sponsoring teacher a permission form signed by a student's 
parent(s) prior to a student participating in each activity. 

 If a private passenger vehicle must be used, the principal must approve of this.  The 
following conditions apply for volunteer drivers: 
a) the driver must be 21 years of age or older; 

  b) the driver must have a valid, non-probationary driver's license and no  
   physical disability that may impair the ability to drive safely; 

c) the vehicle must have a valid registration;  
d) the vehicle must be insured for a minimum limit of $100,000 per 

person/$300,000 per occurrence.  The vehicle owner's insurance must be 
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primary.  The diocesan insurance is secondary.  The driver must provide a 
copy of proof of insurance which should be kept on file.  (The insurance 
follows the car.);   

e) no driver should take more children than the number of seat belts in a car; 
f) each driver should be given directions to the site and rules and procedures 

for student behavior in cars; 
g) each driver must follow the schedule and not deviate from it.  (i.e., taking a 

side trip to an ice-cream stand or fast food restaurant.); 
 h) the driver must to complete the Volunteer Driver Information form   
  supplied to the driver by the principal/administration (See Appendix 5).  
 Parents/guardians are to be furnished with detailed written information about the 

field trip, and must be given the opportunity to “opt out” their children from the field 
trip. 

 It should also be understood, in light of world conditions and specifically threats of 
terrorism against Americans, it may be necessary to cancel school-sponsored trips due 
to world and national developments at any time. 

 Children not enrolled in St. Charles School may not attend field trips.  This prohibition 
includes children of parents who drive on the field trips. 

 Financial consideration is always given when a field trip is planned. 
 

 

OVERNIGHT TRIPS 

Saint Charles School may sponsor overnight trips for students to destinations specifically approved 
for educational enrichment.  An overnight field trip form will be required for each participant and 
proper medication form(s) may be required.  
 
PROVIDING FOR INDIVIDUAL DIFFERENCES 

At each grade level children are assigned to classrooms of mixed skill and ability group.  In such an 
environment students are able to develop skills necessary to interact with a wide variety of 
achievement levels and students are challenged to reach or exceed their ability levels. 
 
St. Charles School recognizes the beauty and potential inherent within each student. In an effort to 
foster continued growth, the school embraces the challenge to provide assistance and programs to 
serve students with special needs according to the resources available within/to the school.  Parents 
are considered an integral part of the process. 
 
In order to accommodate a student who has been evaluated for special learning needs, parents are 
obligated to share educational/psychological testing results and any resulting plan with the school 
upon application for registration.  A student may be admitted on a probationary basis with dates and 
criteria of evaluation clearly established in writing.  Failure to disclose known special educational 
needs will void the application for registration. 
 
Special educational needs that are identified after a student has been accepted will be addressed in 
compliance to the rules of IDEA as apply to chartered nonpublic schools in the State of Ohio. 
 
Students with disabilities are expected to follow the school’s policies and conduct code. 
 
THE ST. CHARLES/RICH CENTER INCLUSION PROGRAM  

The Rich Center for Autism in partnership with St. Charles school has developed an inclusion model 
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that not only supports students with autism in a regular educational setting but also embraces the 
mission of St. Charles, to teach children to express the values of love, respect and service toward 
peers who are different. This is very important as many children with autism have experienced 
bullying. This program has been successful because everyone involved, administrators, teachers, 
parents and students have worked together to create an inclusive environment.  
 
Least restrictive placement is an educational term that means providing students with the proper 
level of support for success without placing them in unnecessarily restrictive environments. For 
students with autism, providing the level of support is necessary to help them optimize their skills 
and strengths without removing them from typical school experiences. Some students may need a 
protective environment if the mainstream educational placement is not healthy for them, while 
others only need a little support developing their social skills or organizational issues in a regular 
education setting. Matching the individual need to the level of support is critical to helping a child 
with autism gain self esteem, confidence and independence.  
If you have a child on the autism spectrum and would like to receive services and support, please 
call the Rich Center at 330-941-1927 for more information.  
 
AUXILLARY SERVICES 

In the summer of 1974, the U.S. District Court in Columbus, Ohio, upheld the constitutionality of an 
Ohio law providing Auxiliary Services and materials to non-public school students. 
 
The services of a school psychologist, school counselor, a speech and language pathologist, an 
intervention specialist, a nurse, a remedial teacher, and an auxiliary services clerk are available 
though Auxiliary Services Funding.  Testing materials, textbooks, and science and math materials 
are also purchased through auxiliary services.  Federal funding assists with the salary of the 
intervention specialist, and Title I funds provide a primary reading tutor. 
 
Speech, Language and Hearing Services  
Routine screenings for language/speech problems are done at specific grade levels.  Children 
referred by the professional staff, parents, or physician are given a threshold hearing test. For 
students with speech, language or hearing problems, the speech therapist plans an individualized 
follow-up program and maintains on-going parent and teacher contact. 
 
Psychological Testing  
A school psychologist is available for individual testing and diagnosis.  The administration, parents 
or teacher may refer a student for testing.  Testing can be done after other interventions planned 
have not produced the desired results. Written parent permission is required in order for the 
psychologist to proceed with formal testing or intervention. 
 
Guidance Counselors 
Guidance counselors are available to the students on a part-time basis throughout the school year.  
Counselors plan and prepare special curriculum segments and are available for consultation with 
teachers, parents, and students upon request. 
 
Title I Services 
Small group tutoring is provided for students in grades K through 4 in reading and/or math who 
qualify on the basis of standardized tests. 
 
Remedial Reading 
Short-term or long-term individual and small group services are provided for students who need 
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support in reading. 
 
Parent permission is needed for most special services whether these are provided through St. 
Charles School or Auxiliary Services personnel. 
 
GRADUATION REQUIREMENTS/CEREMONIES 

St. Charles School does not guarantee the award of a diploma or any certificate of satisfactory 
completion of any course of study to students.   In order to qualify for graduation and/or award of a 
diploma, students must satisfactorily complete (by attaining a passing grade) all courses for credit in 
the school’s academic program, satisfy their financial obligations, and comply with all school 
regulations and policies. 
 
The principal/designee shall have the right not to certify the student's graduation or provide 
transcripts of the student's academic record to third parties such as other schools, or to issue a 
Certificate of Diploma to the student, if there has been a breach of a material condition of the 
contract (e.g., failure to meet financial obligations). 
 

V.  CO-CURRICULAR AND EXTRA-CURRICULAR ACTIVITIES 

 

ATHLETIC PROGRAM 

The purpose of the St. Charles athletic program, with the support of the Athletic Club, is to 
encourage students to participate in athletics, thereby fostering physical and moral growth.  
Besides the competitive sports, the Athletic Club encourages and supports intramural competition 
in many other sports.  The development of a good intramural program depends upon assistance 
from volunteer parents.  Accordingly, the Athletic Club welcomes the help of any Saint Charles 
parishioner or parent who has completed the Diocesan Child Protection Policy requirements in 
intramural activities.  Coaches are bound by the Diocese of Youngstown Child Protection Policy, 
rules, and all Ohio High School Athletic Association expectations. 
 
St. Charles School has a strong athletic program. The qualities that lead to success on the playing 
field – discipline, teamwork and a desire to achieve one’s personal best – also lead to success in the 
classroom and in life. Our athletic programs promote physical fitness while fostering healthy 
competition and good sportsmanship.  
 
The following must be on file before a student may begin practice (all forms are available from 
coach): 

 Physical form (Appendix 6) 
 Athletic Eligibility form (Appendix 6) 
 Proof of Insurance and Release form (Appendix 6a) 
 Emergency Medical form 
 Registration form for the sport 
 Participation fee 
 Signed St. Charles School Athletic Policies (by both parents and athlete) 

 
The Diocese of Youngstown requires a pre-season meeting with the school administration, coaches, 
parents and players.  Scheduled meetings will be announced. 
 
The Athletic Club supports the following activities: 
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 ELEMENTARY ATHLETIC PROGRAM 

 Gr. K-6 Soccer 
 Gr. 5-6 Boys’  Basketball 
 Gr. 5-6 Girls’  Basketball 
 Gr. 5-6 Football 
 Gr. 5-6 Cheerleading 
 Gr. K-6 Running Club 
 Gr. 1-4 Flag Football 

 
 JUNIOR HIGH ATHLETIC PROGRAM 

The Saint Charles School Junior High Athletic Program is supported by the Saint Charles 
Athletic Club and overseen by school administration, the Athletic Director and the Athletic 
Club. 

 
 The following sports are available to the junior high students (Grades 7 and 8): 

 Boys’ Basketball 
 Girls’ Basketball 
 Cheerleading  
 Track 
 Soccer 
 Girls’ Volleyball 
 Cross Country 
 Football with combined teams from St. Charles, Holy Family, St. Nicholas, St. 

Christine, St. Joseph the Provider, and St. Rose 
*Youngstown Catholic team is supported through the efforts of individual parish booster/athletic 
clubs. 
 

Students participating in Gr. 7-8 school-sponsored team athletic activities must have proof of an 
annual physical and evidence of health insurance.   
 
GUIDELINES FOR ATHLETIC PARTICIPATION 

St. Charles School and the Diocese of Youngstown follow the academic eligibility requirements of 
the OHSAA.  In addition, St. Charles School has an extra-curricular eligibility policy for the 7th and 8th 
grade students. 
 
Student participation in athletics is a privilege.  As such, players are expected to conduct themselves 
in an exemplary manner at all times.  Misbehavior, unsportsmanlike conduct disrespect to a coach, 
non-cooperation with the coach, and/or inappropriate language, causing damage to the gym or 
equipment can result in suspension or dismissal from the team.  Students are the responsibility of 
the coach during practice and games, and must abide by the rules set forth by the coach with the 
approval of the principal.  The players must remain in the gym/social hall before, during and after 
practice and may not be on other parts of the property.   
 
Parents MAY NOT drop their child off more than five minutes before the start of practice and are to 
BE PROMPT in picking up their child at the end of practice.  Students MAY NOT stay at school to 
wait for any sports’ practice that begins later than dismissal unless they make arrangements to 
report to after-care.  A student may not be on the school premises unsupervised.   
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Parents are expected to treat coaches with respect and to conduct themselves in an 
appropriate manner before, during and after a practice or game.  Nothing is ever accomplished 
through screaming at a player, coach or another parent, another fan, or an official.  While different 
opinions will always exist about coaching styles and officials’ calls, please keep in perspective 
where this activity fits in the big picture of life.  Parents are welcome to instruct their child at home 
in a sport, but they are asked to refrain from “coaching” their child in practice or a game unless 
specifically asked by the coach.  A child should not be put in a position of having conflicting 
instructions being given him/her in the course of a game.  The coach is the designated person to 
handle disputes with officials in the game setting.  Parents may address concerns to the coach, 
athletic director or principal.  Our coaches are volunteers, and have the emotional, physical, and 
spiritual well-being of the players/participants at heart.  Parents are asked to provide positive 
support and encouragement to all players and to the coach.  The official in charge has the right to 
expel anyone from a sporting event who violates good sportsmanship.  
 
Any apparel purchased for athletes related to team participation, must be approved by the principal 
before items are purchased, if it is intended to be worn with the school uniform. 
 

POLICY FOR ATHLETIC ELIGIBILITY   Grades 7 and 8 

The primary goal for students at St. Charles School is to develop their abilities to the fullest 
potential in a Catholic Christian atmosphere.  It is the responsibility of the school staff to assist 
students in attaining these goals so that they may reach their potential.  Students are encouraged to 
become involved in athletics, keeping in mind that participation in athletics is both a privilege and 
responsibility, therefore two eligibility standards will determine a student’s participation in all 
sports.  These two standards are the character and academic growth of each participant.  
 
Character/Conduct 
If at any time the behavior of a student of St. Charles School is substandard, either during school or 
during a school sponsored activity, the student may be removed immediately from participation in 
sport activities for a period of time.  No participant may drop below 80% conduct during the course 
of any quarter or temporary removal from the sport activity will be warranted. 
 
Academic 
If a student is failing one or more subjects or averages a D in two or more subjects, he/she will be 
placed on probation for two weeks.  Grades will be based on the quarter average found on Option C. 
Students may continue to practice as well as participate during the probationary period.  If the 
situation does not improve within those two weeks, a student will then be removed from 
participation in the activity for one week or until grades have improved.  Participation includes 
both practice and the event.  Teachers will inform the principal, by means of a weekly eligibility 
report, when a student has earned Ds or Fs. Parents will be notified when their child is placed on 
probation or is ineligible for participation by email and asked to respond to the email. The principal 
will inform the Athletic Director and team coach in the event of ineligible students.  Coaches are not 
notified when a student is placed on probation, only if removal is warranted. 
 
TRANSPORTATION OF ATHLETES 

Schools may arrange for the transportation of student athletes by Ohio State Patrol inspected and 
approved school buses or by licensed public or private bus conveyance.  Schools may not arrange 
for the transportation of student athletes by private cars, vans or other vehicles. No coach may 
transport any athlete other than their own child for any reason. 
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OTHER ACTIVITIES 

Students may also be interested in other co-curricular and extra-curricular programs. Information 
about these opportunities is published in the weekly Wednesday packet.  The following activities 
are available at different times throughout the school year: 
 

After school Art classes Grades K-8 

Altar Servers Grades 4-8 

Band- Advanced and Junior Grades 4-8 

Bell Chimes Grades 5-8 

Challenge 24 (Math) Grades 4-8 

Children's Choir Grades 3-8 

English Festival Grades 7-8 

Math Counts & EOCTM Contests Grades 4-8 

Power of the Pen Grades 7-8 

Relay for Life Team Grades 7-8 

Robotics Grades 6-8 

Spanish Class Grades 1-8 

Student Council Representatives Grades 2-8 

  

  

  

VI.  ADMINISTRATIVE PROCEDURES 

 
OFFICE HOURS 
St. Charles School office hours are from 7:20a.m. to 3:20p.m. daily during the school year.  Summer 
hours are from 8:00a.m. to 3:00p.m. the months of June and August.  There are no office hours 
during the month of July, however the principal/designee does regularly check phone messages. 
 
Phone messages for teachers will be accepted from 7:20a.m. to 3:15p.m. Teachers will return phone 
calls during the day when they are free or after school hours.  Teachers cannot leave their teaching 
or supervisory duties to take a phone call from a parent.  Parents are also asked to be considerate of 
a teacher’s time immediately before or after school.  Please limit your conversations to teachers at 
these times, as they are busy supervising the arrival and dismissal of their students.  They are not 
able to be as present to parents as they would like at these busy times.  Please set up a conference 
or arrange for a phone call at a later time.  The teachers will be happy to speak with you. 
 
The school answering machine is generally activated at all times for unavailable or after-hour  
messages. 
 
SCHOOL HOURS 

Students should be in their classrooms by 7:50a.m. when the tardy bell rings. Classes begin at 7:58a.m. 
and end at 2:20p.m.   
 
The building is locked throughout the school day. A staff member will let students in the building in 
the morning before the tardy bell rings.  If at all possible, students should not arrive before 7:30 



 
 

24 

 

a.m.  All students are to leave the building by 2:30p.m. unless they are under adult supervision 
(teacher, coach, scout parent, etc.). Students are not permitted to re-enter the building or to return 
to their classrooms after 2:20p.m. dismissal. 
 
 AFTER SCHOOL CARE PROGRAM 

To provide parents whose work schedule demands hours beyond the school day with peace of mind 
knowing your children are in a safe, secure environment, St. Charles School has an extended day 
program from 2:20p.m. to 5:30p.m. daily.  A time is allotted for students to work on homework 
assignments and teachers are always available to assist with homework questions and provide 
guidance when needed. 
 
Students using the aftercare program may also bring in their own snack and drink for snack time. Due 
to allergies, we ask that parents to send peanut free snacks at all times. 
 
Children also have the opportunity to relax and pay with other students.  They may use the 
available games, toys, puzzles, etc or they may bring simple games and toys from home.  Electronic 
games such as IPods are permitted.  The use of cell phones for taking still pictures or videos is 
prohibited.   
 
The aftercare room is located next to the library near the 2 East door. Parents picking up their 
child(ren) must ring the doorbell and a teacher will open it up for you. 
 
Students may come to aftercare on a regular pre-set basis or they may come on an as needed basis.  
A note must be sent from home to the child’s homeroom teacher informing the school of the day 
you need to use the program.  Parents may also call the school before 2:00p.m. if a need arises to 
use aftercare on that day.   
 
The cost of the program is $3.50 per hour.  There is a reduced fee for more than one child.  A late fee 
of $5.00 will be charged for any pick-ups between 5:30 and 5:45p.m. Pick up after 5:45p.m. will be 
charged $10.00.  A billing statement will be sent home approximately every 4 weeks with the child. 
 
BEFORE SCHOOL CARE PROGRAM FOR A 2 HOUR DELAY 

We offer morning care at St. Charles School in the event of a 2 hour delay.   
 1.   Morning Care will begin at 7:20a.m. 
 2.   Students will enter the building by ringing the doorbell at the 2 east door. 
 3.   The first time a child uses morning care, a parent must bring them into the building and 
            register. 
 4.   Students should bring a breakfast snack. 
 5.   Families will be billed the same as for aftercare $3.50 per hour, paid monthly. 
 6.   If a two hour delay is changed to a full snow day, parents are required to return to school  
       and take their children home. 
 
Anyone interested in “Morning Care” for a 2 hour delay, must complete the Before School Care 
Emergency Medical Form before the service can be provided (see Appendix 17). 
 
TRANSPORTATION OF CAR/BUS RIDERS 

Parking between 1:45p.m. and 2:30p.m. on the east side of the school building is reserved for the 
school buses.  If parents visit the school during the school day, cars must be moved from the bus 
parking spaces by this time.   All bus students will enter using the 1 South door (Art Room). 
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Morning Car Riders 
 
There are only 2 options; one for children who arrive on time, one for students who are late. 
No one may be dropped off before 7:20am.  
 
1.  All parents who drive and drop  off students will use the Westview Parking Lot:  Drivers 
are asked to form one line of cars entering the parking lot and drive up along the sidewalk (follow 
the marked lines on pavement) before unloading students (please pull all the way forward). 
Students may exit their cars at any place adjacent to the sidewalk. The line moves well if parents do 
not stop in front of the door.  All students will be dropped off at the sidewalk. Because the cars 
move continually, we do not use a crosswalk.  
 
2. Only for a special reason, (parents who need to get out of their cars in the morning) may park 
on the Westview side and walk their child(ren) to the door. Because the traffic is moving, this 
should be a rare occurrence (ex. assistance carrying a project). Kindergarten parents may park 
on the Westview side and bring their child into school on their first day. 
 
3.  Late arrivals:  Students who arrive after 7:50am must be dropped off at the 1 East door and 
report directly to the office. 
 
Afternoon Dismissal for Car Riders 
 
We have two types of car riders: 

Group A:  Children who are picked up by parents who remain in their cars. 
Group B:  Children whose parents park and walk up to greet them. 

 

Group A (First Dismissal) 

1. We will first dismiss all car riders who will walk directly to the cars in the line. 

2. Parents pull into the Westview lot and form a line adjacent to the sidewalk. 

3. Cars should pull up to the stop sign painted on the driveway. 

4. Students will enter from the passenger’s side. If that is not possible, students will walk 

in front of their car and enter on the driver’s side. No parent is to get out of their 

vehicle and assist the child. 

5. No car may pass another in line because children may be walking to the other side 

of their cars.  

 

Group B (Second Dismissal) 

1. These students will remain inside the building in a classroom with a teacher during the 

first dismissal. 

2. All parents who wish to park are asked to remain in their cars until the first group has 

been dismissed and the moving cars are gone.  We ask that no parents wait on the 

sidewalk so that teachers and students will be able to find cars easily and dismiss 

quickly. 

3. After the line of moving traffic has gone, teachers will dismiss children to their 

parents/guardians.   
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If your child(ren) is a car rider everyday or on occasion, a parent/guardian must complete the 
family afternoon dismissal form (Appendix 14) so that we know which dismissal your child(ren) 
will use beginning on the first day of school.  Also, please be sure that those who pick up your 
child(ren) after school know our procedure. 

BUSING 

Transportation is handled by four school districts that provide busing for our students and is 
arranged before school starts.   Boardman students are asked to wait at the same bus stop as last 
year by 7:00 a.m. on the first day of school.  New students are asked to wait at the bottom of their 
driveway or at the nearest intersection.  The time/pick-up location will be adjusted as the bus route 
is finalized in the next few weeks.  Canfield bus drivers plan to drive a test run after their meeting 
in August.  You will hear from your Canfield bus driver as soon as they have their route/time in 
place.  Please be at the bus stop 10 minutes before pick-up time.  New families may call the 
transportation office for pick-up times the week before school starts if you do not hear from a 
driver.  Youngstown families will receive a letter directly from the transportation office with details 
of time/location, etc.  South Range will be transporting students to and from St. Charles beginning 
the first day of school and they will contact the families who are listed for bus transportation. If you 
do not receive a phone call from South Range, please feel free to contact them directly.   
 

Please call the transportation offices if you have questions: 
Boardman         330-726-3408    Canfield 330-533-3832 
South Range 330-549-5226 ext. 39001  Youngstown 330-744-5905 
 

END OF DAY DISMISSAL PROCEDURES/POLICIES 

If there is a change to your child’s end of day dismissal plans, you must call the school office before 
2:00p.m. or stop in the office and fill out a request for early dismissal form in order to allow enough 
time for notes to be entered into the computer and delivered to your child’s homeroom teacher as 
well as the teacher in charge of car riders. There will be no early dismissals permitted after parties 
or end of day programs. 
 
Please remember that any aged student who is staying after school for any activity must have a 
note from a parent giving permission for them to stay for the after school activity. Without these 
notes, phone calls have to be made, buses are held and many families are inconvenienced.   If we do 
not have a note, your child will not be permitted to stay and will be sent home at dismissal as they 
normally are, or sent to aftercare. You may use the form that gives permission to stay after school 
for an entire year/month/season, or length of activity.  If you choose to use this form, you are 
required to notify the school if there will be a change to this dismissal (Appendix 15). 
 
No student of any age is permitted to go home with a friend at end of day dismissal without a note 
from a parent. If a note is not sent that student will not be permitted to leave the school until parent 
permission is given. 
 
If a student is being picked up by someone other than the everyday pick up person, a note must be 
sent to school, so the Teachers/Staff at Dismissal are aware of this and know to expect someone 
new. That person must also be listed on the “End of Day Dismissal” form kept on file in the school 
office. 
 
Standard bus policy is no student may get on/off at any bus stop other than their own. No student 
may normally ride one bus and go home with a friend on another bus.  All bussing changes have to 
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be in written form and sent to the Bussing Supervisor and approved.  An approval letter will then 
be sent to the school from the Bussing Supervisor notifying us of any changes.  
 
We want every child to be dismissed without confusion after parties or events. There will be no 
early dismissals permitted after a party/event has concluded, unless a note is sent in the morning 
directing your child(ren) to have an early dismissal.  You are certainly welcomed to send a note in 
the morning directing your child(ren) to be a car rider at the end of day and you can proceed to the 
car rider line after the party/event also. 
 

FIELD TRIP TRANSPORTATION 

As far as possible, public school buses will be used to transport students on field trips.  Students will 
only be permitted to attend the field trip if a signed permission form has been returned to the 
classroom teacher. 
 
SCHOOL VISITORS 

Immediately upon entering the building, all persons other than school staff and currently registered 
students must first report to the school lobby or office to sign in and receive a visitor’s badge which 
must be worn during the stay at the school.  The main entrance of the school is located on the East side 
of the building.  Parking is located in this area.  Visitors must also sign out when leaving the building.  
 
During school hours, parents may not deliver items to students nor may they visit teachers in their 
classrooms without specific permission from the principal.  The door monitor will deliver personal 
items to students in between class periods. 
 
DIOCESAN POLICY FOR ATTENDANCE REQUIREMENTS 

In order to achieve the goals and objectives of the curriculum, regular attendance by the student is 
mandatory. 
 
The school (K-8) is normally in session not less than 178 student attendance days (1157 hours plus 10 
hours for parent/teacher conferences) per academic year or the length of time as required by the Ohio 
Department of Education and the Office of Catholic Schools. 
 
Once a student is enrolled in the school, the principal and teachers will insist on regular attendance.   
The Diocese, the Office of Catholic Schools, St. Charles School, nor any of its employees are, however, 
responsible for ensuring actual attendance.  This is the responsibility of the student's 
parent(s)/guardian(s).   
 
ATTENDANCE 

In order to ensure continuous progress in school, regular attendance and habits of punctuality are 
essential.  The school defines proper procedures as 
 

1. The parent(s) should phone the school office before 10:00a.m. on the day of absence 
giving the reason and the approximate length of absence.  St. Charles School will 
contact the home if the student is not reported off by 10:00a.m. 

2. If no verbal contact is made on the day of absence, a written excuse, explaining the 
reason for absence, signed and dated by the parent, must be presented to the 
homeroom teacher, who will forward to the school office,  upon a student’s return to 
school.  For absences of five days or more, a note from a physician explaining the 
reason for the absence and for permission to return to school should be presented 
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upon the child’s return to school. 
3. A student is considered present for the morning if he/she arrives before 10:00a.m. or 

goes home after 9:50a.m.  A student is counted present in the afternoon if he/she 
arrives before 12:20p.m. When a student is out of school more than two hours it is 
counted as half day’s absence. 

4. Persistent absences may cause serious academic problems (including but not limited 
to course failure.) The administration or the class teacher will normally review the 
matter with parents before a decision is made by the administration. Persistent 
absences may also result in the student being subject to appropriate disciplinary 
action. Persistent absence is defined as absence without a legitimate excuse for seven 
(7) or more consecutive school days in a month or fifteen (15) school days in a school 
year.  

5. Except in cases of emergency as determined by the principal/administration and/or a 
faculty member (as applicable or necessary), a student may only (a) be released from 
school with the prior written authorization of the student's parent, or (b) leave the 
school grounds with the prior authorization from the principal/administration. 

Absences for Other Reasons 
When parents wish to take their child out of school for several days for personal and/or medical 
reasons, the parents should discuss the student's progress with the teacher. When the student returns, 
make up work will be given and time limits set.  The responsibility for such make up work belongs to 
the parent(s) and student. 
 
Make-up Work Due to Absence 
When a child is absent from school, the parent may request assignments and textbooks when the 
absence is called in to the office.  Requests for homework assignments made after 10:00 a.m. may not 
be  honored on the day of the request.  Homework may be picked up after 2:40p.m. in the After-School 
Care room. Requested homework and books will not be sent home with siblings. Assignments for 
missed days of school must be completed and returned to the respective teacher within the time 
specified by the teacher.   
 
Absence and Extra-Curricular Activities 
No student who is absent from school may attend practice sessions, play in a game, or attend a 
school sponsored  event on that same day.  Students must be present at least a half day in order to 
attend practice sessions, play in a game or attend an event. If a student is ill on Friday, he or she may 
participate in Saturday or Sunday activities. 
 
Family Vacations 
Vacations taken during school time are discouraged.  However, if vacations are taken, parents should 
give the principal and homeroom teacher written notification of the child’s impending absence.  After 
the vacation the student should contact the teacher to get missed work.  Students are responsible for 
mastery of material presented during their absence.  Work is to be completed within one week of the 
student’s absence unless other arrangements are made with the teacher.  
 
Perfect Attendance 
An award will be given at the end of each school year for students who maintain perfect attendance.  
School time missed due to a funeral or the bus not operating will not count against perfect attendance.  
Tardiness (except for medical or dental tardiness) does count against perfect attendance.  While good 
attendance is extremely important for school success, please do not send a sick child to school. 
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TARDINESS/EARLY DISMISSAL 

Tardiness 
A student is considered tardy if he/she arrives at school after the second bell at 7:50a.m. Students who 
arrive at school after 7:50a.m. must report to the school office for a Tardy Slip. This slip must be 
presented to the homeroom teacher when the child goes to class.   The consistently tardy student 
will be subject to appropriate disciplinary action by the school administration or by the class teacher.  
A warning letter will be sent to parents after the 8th unexcused tardy. In addition, those same 
students who reach 10 tardies will serve a detention on the Thursday following the 10th tardy.  If 
you have an additional 5 tardies (total 15), you will be expected to serve an additional detention. 
This policy is for each 9 weeks. 
  
Tardiness due to inclement weather or late bus arrival will not be recorded on the child’s record.  
 
 All other reasons for tardiness will be recorded on the student’s record.  An excused tardy will be one 
accompanied by a doctor’s excuse.  No parent may excuse tardiness.  Any time a child is not at school 
by 7:50a.m., he/she is tardy.  All tardy arrivals (excused and unexcused) are recorded on the student’s 
report card and permanent record.   
 
Early Dismissal 
Medical and dental appointments should be made outside of school time if possible.  A written note 
must be presented to the child’s homeroom teacher by 7:55a.m. if the student is to be excused for an 
appointment during the school day.  Students must be picked up in the school lobby by the person 
specified in the note, and that person must sign the student out with the Door Monitor.  All early 
dismissals must be cleared through the office. Children returning to school after an appointment are to 
report to the school office before returning to their classroom.  

 

TRANSFERRING TO ANOTHER SCHOOL 

The school must be notified in writing by the parent(s) of a student regarding a decision to transfer 
a student to another school, including the last day the student will attend classes at school.  All 
school-owned materials such as textbooks and library books must be returned to school and all fees 
paid before leaving.  Scholastic information will be sent to the new school upon receiving a “Release 
of Student Records” from the new school.  All Fees and Tuition MUST BE PAID prior to the release of 
the student’s records. In addition, students transferring or withdrawing are required to complete 
an Exit Form (available through the school office). 
 
TRANSFER OF RECORDS 

Records are released to another school only when the parents provide a written request for such 
records, or when those individuals to whom the custodial parent has given written permission, 
have requested the child's records to be released and after all tuition and other fees are paid in full. 
 
Only copies of student records may be released.   
 
Parents may not hand-carry records to another school, except under extraordinary circumstances.  
If this occurs, the records are to be placed in a sealed envelope and marked "hand carried." 
 
As a general rule, each school, at the discretion of its principal, shall have the right not to certify a 
student's graduation or provide transcripts of a student's academic record to third parties such as 
other schools or to issue a Certificate of Diploma to the student if there has been a breach of a material 
condition of the contract (i.e., failure to meet financial obligations.)  However, health records and 
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testing results which have been obtained through state or federally-funded programs will be 
forwarded. 
 
SCHOOL COMMUNICATIONS 

Emergency Communication 
The principal will use the OneCall Now© system to notify all registered parents of emergency closings 
due to weather or utilities’ failure.  This system may also be used to remind parents of important 
information related to St. Charles School program. 
 
Text messaging is available for school emergencies and short notifications. The Text Messaging Opt-in 
form must be completed for your cell number(s) to be included and recognized by the One Call Now 
system as an affiliate with St. Charles School (Appendix 12). Families must notify school office if cell 
numbers change or are to be deleted from the roster.  
 
Principal’s Communication 
The primary means of communication is the weekly newsletter which is sent to all families through the 
youngest or only child in the school.  Wednesday is the designated day for this communication. The 
newsletter will include any informational flier or form that will be uploaded for seven (7) days on  
Option C. The principal will use the OneCall Now© system every Sunday evening to keep the families 
updated on any needed information for the upcoming week. 
 
All materials prepared for release to the parish or school community must be approved by the 
principal.  Materials to be included in the uploaded weekly packet must be in the school office by 10:00 
a.m. on the Monday before the expected date of release. Parents are encouraged to ask the student for 
this communication and to check book bags and folders for messages and papers. 
 
TELEPHONE USE/MESSAGES FOR STUDENTS 

In cases of EMERGENCY, a message may be given to a child through the school office, as directed by the 
principal.  Parents may not call a student from class or interrupt a teacher during school hours.  
Messages received after 1:30 p.m. cannot be guaranteed to be delivered to the child before dismissal.    
 
Students may not use the telephone during school hours without permission, and then only in case of 
an emergency.  Students are not permitted to use a cell phone during school hours.  We ask that 
parents support this policy by not asking students to call home during the school day. Students 
forgetting things such as lunches, homework, gym clothes, etc. are usually not permitted to phone 
home.  The principal will make a judgment about the urgency of the child’s request. 
  
BIRTHDAY CELEBRATIONS 

A student may have an “Out of Uniform Day” on his/her birthday. Students who dress down for 

their birthday may wear jeans or sweats (no yoga pants are permitted).  During the months of 

August, September, October, April, May and June, students may wear shorts as long as they are knee 

length shorts and girls may also wear capris.  All shirts and tops must have sleeves.  Students must 

wear closed toe shoes. 

Parents who wish may send a simple treat for the class on the occasion of their child’s birthday.  
Arrangements for birthday treats should be made with the classroom teacher a few days before the 
child’s birthday.  Gum and small pieces of hard candy are not permissible as treats during school time. 
Students may not provide lunch for the class as a birthday treat.  A simple treat means the child can 
distribute it and it does not require refrigeration.  We appreciate the kindness and generosity offered 
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by so many families, but birthday celebrations at school cannot be birthday parties.  We have many 
children who want to celebrate their special day. If the child does not bring the treat to school in the 
morning, parents are asked to drop it off in the school lobby and it will be delivered to the classroom.  
Please check with your child’s teacher regarding special circumstances (i.e. allergies, diabeties). 
 
Students with a birthday on a day that school is not in session may choose to celebrate and 
“unbirthday” with the class.  Arrangements must be made with the teacher in advance so that many 
birthday treats do not arrive on the same day. 
 
Our Catholic school considers itself to be a special community in which each student shares a unique 
fellowship with other students.  With this in mind, we ask that invitations to private birthday parties 
not be distributed at school unless ALL of the boys or ALL of the girls in the class are invited.  There are 
very good reasons why a parent may not want to invite all of the boys or all of the girls of the class; 
however, it is the school’s policy that partial invitations simply be distributed to the children outside of 
the school. 
 
INCLEMENT WEATHER/SCHOOL CLOSINGS 

There are a minimum of 178 student attendance days (1157 hours plus 10 hours for 
parent/teacher conferences). St Charles School and all schools in the Diocese of Youngstown have 
changed to an hour-based schedule and will no longer have calamity days. Instead, we have 
scheduled “excess” hours above the minimum number required.  Hours missed above the minimum 
do not have to be made up. However, if a school closes enough that it will fall below the minimum 
number of hours, the school must extend its scheduled year. Days have been added to our calendar 
to make up the time missed and will only be used if we are below the minimum hours required.  
The school has built into its calendar three possible make up days to be used if the school exceeds 
its five calamity days. 
 
On any day in which classes are canceled due to severe weather conditions, all other school-related 
activities (school-sponsored social events, meetings, extracurricular activities, or athletic 
events/practices held on or away from school property) shall likewise be canceled on that day and 
evening.  An exception is if the host team is in session then the game may be played at the host 
location.   
  
If BOARDMAN SCHOOLS are closed  or on a two hour delay due to inclement weather or another 
natural disaster, Saint Charles School is also closed or on a two hour delay.  Please listen to the radio or 
television for this announcement or wait for the OneCall Now© phone call.   
 
If there is an emergency affecting Saint Charles School only, it will be announced on the radio and 
television and parents will be notified through OneCall Now©, when possible. 
 
RELEASE OF DIRECTORY INFORMATION 

In compliance with FERPA (Family Educational Rights and Privacy Act), St. Charles School 
considers the following to be FERPA Directory Information:  student’s name; student’s parent(s), 
guardian(s) name(s), addresses, phone numbers; dates of attendance; honors; organizations and 
teams to which a student belongs; and pictures taken of the student participating in school 
activities.  This directory information may be released without prior consent of the holder of FERPA 
rights.  Nonetheless, St. Charles School will withhold such information upon written request of the 
parents, except where other state or federal law may require disclosure to legitimate authorities. 
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St. Charles School is required to use the Waiver/Right to Object form when students are participating in 
videotaping, audio recording, school pictures, other photography, or Internet. Any student or parental 
publications are subject to review and approval of the school principal prior to publication. (See 
Appendix 3) 
 
SCHOOL SUPPLIES 

A basic listing of supplies for each grade will be sent home with the final report card for the next 
school year.  The list will also be available in the school office and on the school website 
(http://stcharlesschoolboardman.com),  during the summer.  St. Charles School also provides the 
SchoolKidz school kits available for purchase during the latter part of the school year and this kit 
will be delivered to St. Charles School before the August start date. 
 
SCHOOL SPIRIT WEAR 

St. Charles School has a variety of embroidered and screen-printed sweatshirts, tee shirts, jackets, 
and other clothing available online.  There are also assorted items printed with the St Charles logo, 
including gym bags, water bottles, and window clings.  You may visit our school website, 
http://stcharlesschoolboardman.com, to view all of the merchandise and to place an order.   
 
SPECIAL PROJECT FUNDRAISING/EVENT 

In order to prevent excess/overlap, any athletic or special project fundraising at the school must 
have the approval of the principal.  Fundraising activities should be organized and executed so that 
the school program is not interrupted.  Students may participate in and cooperate with worthy 
collections and fundraising projects conducted by the school or parish. (see Appendix 10) 

 
LUNCH/MILK PROGRAM 

St. Charles School students may either purchase a hot lunch or carry a lunch from home.  Parents are 
not permitted to bring in fast food lunches, even one transferred to a lunch box or brown bag.  Menus 
are sent home before the first week of each month and students may order the hot lunches on a 
monthly or weekly basis. Hot lunches are ordered during the week prior to their being served.  All 
lunch money and orders must be in the school office by 8:00a.m. Tuesday morning. Hot lunches are not 
available before Labor Day and after Memorial Day.  All students must bring a lunch from home on 
those days, or order a special lunch if it is offered. 
 
The lunchroom also provides an array of “healthy” snacks available for purchase during cafeteria 
hours. 
 
Rules for acceptance and participation in the U.S. Department of Agriculture Child Nutrition Programs 
are the same for all students without regard to race, color, sex, age, handicap or national origin.  Any 
person who believes he or she has been discriminated against in any USDA related activity should 
write to the Secretary of Agriculture, Washington, DC, 20250. 
Saint Charles School does not participate in the USDA Lunch program.  However, applications for free 
or reduced lunch prices are available in the school office. Eligible families will receive reduced or free 
lunches if they meet the USDA requirements. 
 
 
 
 

http://www.saintcharlesschoolboardman.com/
http://www.saintcharlesschoolboardman.com/
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VII. GENERAL SCHOOL POLICIES 

 
STUDENT CUSTODY AND GUARDIANSHIP 

At the time of school entry or at any other time where a change in custody status/arrangements 
occurs, it is the responsibility of the parent(s) to provide the principal/administration with a certified 
copy of the legal document for any student for which there is a legal custody agreement or for any 
student not residing with his/her parent. 
 
FAMILY CUSTODIAL SITUATIONS – DIOCESE OF YOUNGSTOWN POLICY ON RELATIONSHIP WITH 
THE SCHOOL 

St. Charles School is finding an increasing number of families experiencing transitions in parental 
custodial relationships.  In addition, laws governing divorce settlements and custody have recently 
changed.  For this reason we find it necessary to clarify procedures followed by the administration and 
faculty in dealing with parents in such situations. 
 
In two-parent families it is assumed that both parents are living at the same address unless we have 
been notified otherwise.  St. Charles School personnel will, therefore, send home notices, 
communications, etc. with the child.  It is assumed that both parents are communicating regarding the 
child and that all information is shared by and between parents.  This information includes but is not 
limited to conference appointments, report cards, interim reports, discussions with school personnel, 
and tuition statements. 
 
In families experiencing separation of parents or pending divorce, the above information will be sent 
home with the child to which ever parent currently has care of the child.  It is assumed that this 
information is shared by the parents and between the parents.  Since this situation frequently impacts  
a child’s achievement and interactions at school, parents are asked to inform both the principal and 
homeroom teacher of this fact so that appropriate support can be given to the child.  St. Charles School 
personnel cannot proceed on hearsay, rumors, or demands of a parent, but only with the appropriate 
documentation detailed below. 
 
To those families where there is an actual divorce decree:  it is state law (ORC 3313.672) that the 
school have on file a certified copy of the court order concerning custody and not only the 
front and last page of the agreement.  This order must include the first page with the identifying 
information on it, all the pages in between, and the last page with the official signature and stamp 
which states:  “This is a true document” and the embossed seal.  This procedure is for the family’s 
protection as well as the school’s.  If there is information that you do not want made known (i.e. 
financial), feel free to blacken it out or use white-out to eliminate the information.  If there is a 
change in this document, we must have a certified copy of the changes in the school file or the 
school will abide by the original order that is presently on file.  Please understand the importance of 
having current, accurate copies on file at the school.  If the school does not have these documents 
on file, the school will assume that both parents have equal access and rights to student records.   
 
 Unless a decree indicates otherwise, school communications will be sent home to the custodial parent.  
Custodial parents should understand, however, that unless the divorce decree specifically limits the 
non-custodial parent’s right to access to records, the non-custodial parent has a right to the same 
access as the custodial parent.  St. Charles School will, unless instructed by a Court Order, release such 
records upon request to the non-custodial parent.  “Records” includes official transcripts, report cards, 
health records, referrals for special services, and communications regarding major disciplinary actions.  
It does not include daily class work and papers, or routine communications sent through the children 
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to the home of residence.  In these cases the custodial parent is asked to cooperate with the school and 
share this information directly with the non-custodial parent.   
 
Custodial parents should also realize that unless restricted by Court Order, any non-custodial parent 
has the right to attend any school activity of their child which includes sports activities and class 
programs.  Parents should keep each other informed as to these activities to avoid duplication of 
communications and to allow the school to better attend to the duty of teaching the children. 
 
In cases of  “joint custody” (shared parenting agreements) entitling both parents access to school 
records and activities, it is assumed that one copy of communications and information will be sent 
home with the child unless otherwise indicated by a parent and the guidelines below are followed. St. 
Charles School will send information (if there is nothing to prohibit us from doing so in a divorce 
decree) to the non-custodial parent upon request with these guidelines: 
 
        1.   Written requests must be made each year. 
        2.   Teachers will be given a list of names of parents who have asked for this service so that they    
               will know to have extra copies run off. 
    
Special circumstances should be discussed with the school principal. 
 
RELEASE OF STUDENTS 

If students are to be released from school early for any reason, a written request should be given to the 
child’s homeroom teacher in the morning indicating the time of dismissal and who will be picking 
him/her up. The individual named to pick up the student must be listed on the Dismissal Form  
and, if they are picking up for the first time, may be asked to provide identification. Please make any 
dismissal changes before 2:00p.m. to allow enough time for the process that needs to accompany an 
early dismissal and cause less confusion for the student, unless it’s an emergency. 
 
If there are persons who should not pick up a child from school, a note should be sent to the child’s 
teacher listing the person’s name and relationship. This information will be placed on the child’s 
emergency authorization form.  Persons who pick up a child from school must come to the school 
lobby to sign him/her out of school.  All parents who are changing the mode of transportation (bus to 
car rider, etc.) for their child must call or complete the form in the office. 
 
ACCESS TO RECORDS 

Parents have a right (unless prohibited by the courts in a custody agreement) to the timely 
inspection of the educational records of their child during school hours.  The school shall respond to 
reasonable requests for explanations and interpretations of the records.  
 
If the education records of a student contain information on more than one student, the parents are 
limited to the specific information about their child only. 
 
The school administration may elect to provide at cost photocopies of a student’s educational 
records to parents, but documentation is to be stamped "unofficial." 
 
CLASSROOM PLACEMENT 

The Saint Charles School community is made up of many persons who are dedicated to the vital role 
of contributing positively to each child’s education and well being.  Each of our teachers is totally 
committed to the Mission of our school. 
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Every teacher must adhere to teaching specific objectives for his/her grade level.  The content for 
each grade is outlined in Curriculum Guides approved by the State of Ohio and the Diocese of 
Youngstown.  This insures that each student in any given year will receive the same academic 
subject matter as his/her classmates.  The various objectives taught will be introduced and/or 
developed and maintained according to each grade level’s requirements.  Through a variety of 
creative teaching techniques, successful learning experiences are evident in every class.   
 
Therefore, it is our policy that parents do not request specific teachers for their children.  We 
are a “family” at Saint Charles School and ask for your valued trust and support of this policy.  In 
justice to each child, the other students in the class and to the teacher, we will do our best to make 
the appropriate room placement of each child.  Many factors are taken into consideration when 
room placements are made for the students.  Each child is an individual and needs to be respected 
for his/her talents, abilities and personality.  The purpose of school  is to enlarge the child’s outlook 
on his/her own life as well as to take part in activities and experiences that will broaden the child’s 
perspective on life. 
 

CARE OF SCHOOL PROPERTY 

Students are to care for school property, which is to include but not limited to books, desks, 
electronic equipment and lockers, in a respectful manner. Students who deface or damage school 
property or the property of others will make financial restitution. If any books are not returned, 
students will be assessed an amount equal to the value of the book or its replacement, whichever is  
greater as determined by the principal/administration. 
 
LOST AND FOUND 

St. Charles School does not assume responsibility for personal belongings.  Each student should 
have all belongings marked with his or her name, especially uniform and other clothing items. 
Found items are located in the Lost and Found bookcase in the school lobby. 
 
DRESS CODE/UNIFORM POLICY 

The dress code provides a standard for students that foster an environment conducive to learning 
and respectful behavior. 
 
Final decisions regarding the school uniform rest with the principal/designee.  

 
See Appendix 7 for the School Uniform Policy. 
 
All students in grades 5-8 are required to purchase a St. Charles School gym uniform.  Sample sizes 

are available in the school office and orders can be placed at any time.  The cost for this uniform is 

$15 for the set of shorts and tee shirt. Individual tee shirts and shorts may be ordered for $7.50 

each. 

 
When permitted to dress down, students may wear jeans or sweats (no yoga pants are permitted).  

During the months of August, September, October, April, May and June, students may wear shorts as 

long as they are knee length shorts and girls may also wear capris.  All shirts and tops must have 

sleeves.  Students must wear closed toe shoes, unless otherwise stated by principal/administration. 
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CELL PHONES AND OTHER ELECTRONICS 

We realize that many parents choose to provide a cell phone to their child for safety reasons.  But it 
is for safety reasons that we do not allow students to carry cell phones in pockets or purses at 
school from the very beginning of the school day until the child officially leaves the school at 
dismissal from the property. We also ask that parents do not text their children during the school 
day. 
 
Recognizing parent concern for safety outside of the school day and premises, a parent may 
certainly allow a child to pack a cell phone in the book bag.  However, it is to be turned off and kept 
in the book bag the entire day. On the first offense, the item will be taken for the remainder of the 
day and returned to the student at the end of the day.  For other subsequent offenses, the parent 
will be asked to pick the item up from school. 
 
A calculator fitting the specifications of the teacher is permitted. Students may also use e-readers 
such as a Kindle or Nook.  Internet access on a student owned device requires permission from both 
the administrator and the parent. The permission is discussed and given when appropriate for 
projects or particular learning needs.  Toys, mp3 players, cameras, iPods, hand held computers and 
games, and similar items (the list grows longer by the day) should not be brought to school by a 
student unless special teacher permission is given for a special event with corresponding parent 
permission.   
 
 
 

VIII. HEALTH AND SAFETY POLICIES 

 
STUDENT HEALTH AND SAFETY 

St. Charles School is staffed by a full-time nurse.  The nurse is responsible for maintaining all health and 
emergency records needed for students, for managing and distributing student medications, for 
conducting routine health screenings, and for providing care for accident or illness.  Parents and 
guardians have the primary responsibility for the health and well being of their children.  School health 
services supplement, rather than substitute, for parental care and concern for the health of the 
students. 
 
ACCIDENTS AND FIRST AID 

St. Charles School staff will administer basic first aid as needed.  In the case of any injury beyond a 
simple scrape or bump, the parents of an injured student will be notified of the accident/injury by the 
principal/designee as soon as reasonably possible, taking into consideration such factors as the 
apparent severity of the accident/injury and the priority of providing assistance to the student. 

 
If an incident results in a medical condition or injury which can be reasonably known to the 
appropriate supervisory faculty/staff member and/or the principal, the school and/or its staff are 
authorized to render reasonable basic first aid if such direct medical assistance would, in the 
opinion of the school, serve to minimize the severity of the injured person's condition.  As an 
example, staff should initially resort to using only ice, band aids, soap and water when treating cuts 
and/or scrapes to avoid any possible known or unknown allergic reactions to salves or creams. In 
addition, staff may secure professional diagnosis and/or treatment if such action, in the opinion of 
the school, appears to be reasonably warranted.  In the latter situation, the school shall be expressly 
held harmless from any costs or expenses associated with the professional diagnosis and/or 
treatment provided (including but not limited to the cost of transportation), such costs or expenses 
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being the responsibility of the injured party or, if a student, the student's parents. 
 
If it is necessary for the student to be taken to a doctor or hospital for emergency treatment, the 
parents will be informed as quickly as possible. A parent, a staff member or those listed on the 
EMAF (Emergency Medical Authorization Form—See Appendix 8) is to accompany the child to the 
doctor or hospital.  The Emergency Medical Authorization Form will be taken with the student.  It is 
essential that a parent notify the school of changes of phone number, address, employment, 
or babysitters throughout the school year so this data is always up to date, including 
information if a parent(s) leaves town and children are in the care of another adult. 

ILLNESS 

The school makes accommodations for students who become sick at school by removing them from 
the rest of the student population until the parent or other authorized person can take the student 
home.  Students with fevers or communicable diseases will be sent home to reduce the risk of infection 
to the student body. If your child has a fever of 100 degree (F) or higher, he/she will be sent home from 
school.  Please keep your child home from school for at least 24 hours after their fever is gone (fever 
should be gone without the use of a fever-reducing medication.)   A fever is defined as 100 degree (F) 
or higher. (Source: CDC) 
 
Contacts to pick up children who are ill will be made in the order that emergency phone numbers 
are listed on the child’s Emergency Medical Authorization Form. 
 
HEALTH RECORDS 

State regulations require specific immunizations according to the current Ohio Board of Health 
requirements found in the Ohio Health Guidelines.  This information must be on file by September 
15th or the child will be excluded from school by state law until immunizations are up-to-date.  
Parents or guardians who object to immunizations for their child on the grounds of health or 
religious reasons must complete a form that can be obtained from the school nurse.  This 
documentation will be kept on file. 
 
Parents should inform St. Charles School of any serious ailment or health problem on an annual 
basis as needed.  If there is concern about a child’s health or physical conditions, St. Charles School 
has a right to request written information from the child’s doctor. 
 
If a child cannot participate in a physical education class or other regular school activity, a note is 
required.  Prolonged absence from a class requires a doctor’s note. 
 
IMMUNIZATIONS 

ORC 3313.671 mandates that proof of required immunizations for students be submitted prior to 
admission to school or the new school year.  
 
• Students, at the time of initial entry or at the beginning of each school year, shall not be permitted to 
remain in school for more than fourteen (14) days unless they present written evidence that they have 
been immunized or are in the process of compliance; or present a physician's statement that 
immunization may be detrimental to the student's health, or a parental statement that immunization is 
objected to for good cause (e.g., religious convictions).  
 
• The Ohio Revised Code requires that schools report, by October 15 of each year, a summary of the 
immunization status of students who are new to the district.  
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• Acceptable Reasons for noncompliance with immunization requirements:  
   1. Parents, for personal reasons, may request that their child not be inoculated. The State of Ohio 
       Revised Code Sections 3313.67 and 3313.671 indicate religious convictions can be a reason. 
       Section 3313.671, part (3): A pupil who presents a written statement of his parent or guardian in 
       which the parent or guardian objects to the immunization for good cause, including religious 

       convictions, is not required to be immunized.  
 
  2. Section 3313.671, part (4): A child whose physician certifies, in writing, that such immunization  
      against any disease is medically contraindicated is not required to be immunized against that   
      disease.  

 
  3. This section does not limit or impair the right of a board of education of a city, exempted village or  
      local school district to make and enforce rules to secure immunization against poliomyelitis,    
      rubeola,  rubella, diphtheria, pertussis and tetanus of the pupils under its jurisdiction. 
 
 4. Parents must list immunizations objected to and reasons and sign a waiver. (Exemption Form)  
 
 5. During the course of an outbreak of any of the aforementioned vaccine preventable diseases, the 
    student named is subject to exclusion from school for the duration of the outbreak. This action is  
    necessary not only to protect this student, but the remainder of the students and faculty of the  
    school.  
 
6. Parents may authorize disclosure of immunization information and may revoke that authorization. 
(See Authorization to Disclose Immunization Information Form. )  
 
• Lack of Compliance  
Students previously admitted under the "in process of being immunized provision or a student who has 
not presented a written statement by a physician, shall be excluded from school on the fifteenth (15) 
day. Any student excluded shall be readmitted upon written evidence of compliance.  
 
• Non- vaccinated Students and Epidemics  
In the case of a school epidemic situation, those students who have not been vaccinated against the 
epidemic cause, must be excluded from the building until two (2) weeks after the last reported case in 
the school or surrounding area.  
 
• Exemptions  
A student who has had natural rubella or mumps and presents a signed statement from a physician and 
parents to that effect is not required to be immunized against rubella or mumps.  
 
HEALTH SCREENINGS 

The following screening procedures are performed during the school year: 
 Vision screening:  Students in Grades K, 1, 3, 5, 7 and all new students in other grades; 
 Hearing screening:  Students in Grades K, 1, 3, 5 and all new students in other grades; 
 Scoliosis screening:  Students in Grades 5, 6, 7, 8; 
 Screening for “nuisance diseases” (head lice, pink eye, etc.) will be performed whenever the 

need arises. 
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ADMINISTERING PRESCRIBED MEDICATION TO STUDENTS 

When a student is required to take prescription or nonprescription medication during school hours, 
or overnight field trips such as Camp Fitch or Washington DC, the following procedures for 
dispensing medication will apply: 
A.   Authorization to Administer Medication (See Appendices 9 – new form) 

1. The physician must sign a form granting the school permission to administer 
prescription or nonprescription medication. 
a. Forms will be supplied by the school upon request 
b. The medication and signed permission forms shall be brought to the school 

by the parent. 
c. The physician's signature must be on the original medication permission. 

2. A signed permission form may stipulate that a student is to be allowed to self-
administer medication in the presence of the school nurse, the principal or designee.  

3. Request forms must be submitted each school year for all medication. 
B.   Transportation of Medication to and from School 

1. The parent assumes the responsibility of getting medication (prescription or 
nonprescription) to the school and furnishing the school with an adequate supply of 
medication. At no time shall a student of any age be permitted to carry medication 
to school unless authorized in writing by the parent and/or physician. 

2. A supply of medication, in its original container, should be delivered on the day on 
which it is to be given.  
a. Unused medication will be returned ONLY to a parent or to another 

individual authorized in writing, by the parent. 
b. It is the responsibility of the parent to claim any unused medication within 

one week after the school year ends or within one week after the medication 
is no longer needed.  Any unclaimed medication will be destroyed. 

c. Empty containers may be returned home with students. 
3. If any of the information stated on the Authorization to Administer Medication Form 

changes, the parent agrees to immediately furnish to the school a revised statement 
signed by the physician who prescribed the medicine. 

C.   Labels on Medication 
1. Prescribed medication containers shall have the affixed label as they were 

prescribed by the physician and dispensed by a licensed pharmacist.  Medicine not 
in the original container will not be dispensed.   
Medication must be clearly labeled and accompanied by the following information: 
a. on prescription bottle: 

1) full name of the student; 
2) name of the medication; 
3) dosage and time intervals for administration; and 
4) name of the physician (required for prescription drugs only). 

b. on the permission form: 
1) possible side effects, any severe reactions; and 
2) any special instructions for administering the drug such as storage 

or sterile conditions. 
2. Nonprescription medication should also be in the original container and be 

accompanied by the completed permission form with the necessary details for 
storage and administration. 

3. The parent is responsible for notifying the school, in writing, if there is to be any 
change in dosage or time of administration or if the administration of medication is 
to be terminated. 
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INFECTIOUS/COMMUNICABLE DISEASES 

The school utilizes the Ohio State Health Department's Communicable Disease Chart to determine the 
procedures for referral of suspected communicable diseases, notification of parents whose children 
have come in contact with this disease, and requirements for exclusion from and re-admittance to 
school for children found having a communicable disease. 

Lice 

Students diagnosed with live head lice do not need to be sent home from school early; they can go 
home at the end of the day, be treated, and return to class after the first application of an effective 
pediculicide. (from Center for Disease Control) 
 
Nits may persist after treatment but it is unlikely they will be transferred to other people. 
 
Both the American Association of Pediatrics and the National Association of School Nurses advocate 
that "no-nit" policies should be discontinued. 
 
Head lice can be a nuisance but they have not been shown to spread disease. Personal hygiene or 
cleanliness in the home or school has nothing to do with getting head lice. 
 
"No-nit" policies that require a child to be free of nits before they can return to schools should be 
discontinued for the following reasons: 
 

•    Many nits are more than ¼ inch from the scalp. Such nits are usually not viable and very 
unlikely to hatch to become crawling lice, or may in fact be empty shells, also known 
as casings. 

•  Nits are cemented to hair shafts and are very unlikely to be transferred successfully to  
 other people. 
•   The burden of unnecessary absenteeism to the students, families and communities far 

outweighs the risks associated with head lice. 
•   Misdiagnosis of nits is very common during nit checks conducted by nonmedical  
 personnel. 
 

ALLERGIES 

It is within the mission of Catholic Schools to provide a healthy environment for the moral, academic 
and physical development of their students. From this mission comes the obligation of the schools to 
design, to the best of their ability, environments that are free of health irritants. Through the 
cooperation of parents, medical personnel and the students, especially the environmentally sensitive, 
and those with serious food allergies, the following four point procedure is meant to assist in the 
protection of those students whose health is jeopardized by environmentally born irritants.  
 

Since food allergies can be life threatening, the risk of accidental exposure to foods can be reduced in 
the school setting if the school, student, parents, and physician work together to minimize risks and 
provide a safe educational environment for food-allergic students.  
      
Family’s Responsibility  
• Notify the school of the child’s allergies.  
• Work with the school team to develop a plan that accommodates the child’s needs throughout the  
    school including in the classroom, in the cafeteria, in after-care programs, during school-sponsored  
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   activities, and on the school bus, as well as a Food Allergy Action Plan.  
• Provide written medical documentation, instructions, and medications as directed by a physician, 
using the Food Allergy Action Plan as a guide. Include a photo of the child on written form. (available 
from the school nurse)  
• Provide properly labeled medications and replace medications after use or upon expiration.  
• Educate the child in the self-management of their food allergy including:   

o safe and unsafe foods  
o strategies for avoiding exposure to unsafe foods  
o symptoms of allergic reactions  
o how and when to tell an adult they may be having an allergy-related problem  
o how to read food labels (age appropriate)  

• Review policies/procedures with the school staff, the child’s physician, and the child (if age 
appropriate) after a reaction has occurred.  
• Provide updated emergency contact information.  
• Work with the district transportation administrator to assure that school bus driver training includes 
symptom awareness and what to do if a reaction occurs.  
 
Student’s Responsibility  
• Should not trade food with others.  
• Should be proactive in the care and management of their food allergies and reactions based on their  
   developmental level.  
• Should always LOOK at the food being served.  
• Should not trade food or beverages with others.  
• Should not eat anything with unknown ingredients or known to contain any allergen.  
• Should notify an adult immediately if they eat something they believe may contain the food to which 
they are allergic.  
 
School’s Responsibility  
• Comply with federal, state, and district laws and policies as applicable in the administration and    
   storage of medicine and supplies required by students.  
• Review the health records submitted by parents and physicians.  
• Include food-allergic students in school activities. Students should not be excluded from school  
   activities solely based on their food allergy.  
• The school nurse will manage the individual school plan in conjunction with the principal. The plan  
   will be monitored by the school nurse and any changes made to the plan will be the joint  
   responsibility of the nurse, parents, and principal with input from the physician as needed.  
• Assure that all staff who interact with the student on a regular basis understands food allergy, can  
   recognize symptoms, knows what to do in an emergency, and works with other school staff to  
   eliminate the use of food allergens in the allergic student’s meals, educational tools, arts and crafts   
    projects, or incentives.  
• Designate school personnel who are properly trained to administer medications in accordance with  
   the State regulations.  
• Nursing and Good Samaritan Laws governing the administration of emergency medications.  
• Be prepared to handle a reaction and ensure that there is a staff member available who is properly 
    trained to administer medications during the school day regardless of time or location.  
• Review policies/prevention plan with the core team members, parents/guardians, student (age  
   appropriate), and physician after a reaction has occurred.  
• Discuss field trips with the family of the food-allergic child to decide appropriate strategies for 
    managing the food allergy.  
• Assure the rights of students without allergies are respected to avoid reverse discrimination.  
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Adapted from: School Guidelines for Managing Students With Food Allergies  
The following organizations participated in the development of this document:  
American School Food Service Association  

 

HEALTH AND PREVENTION PROGRAMS 

In order to assist students in the development of positive self-esteem, decision-making skills, and 
social values, appropriate educational programs and activities will be provided as judged 
appropriate by pastor and/or principal.  These may include but are not limited to, D.A.R.E., 
guidance programs, special assemblies and guest speakers, parent education programs, social 
activities that foster positive group identification and behavior, and parish-based youth ministry 
activities. 
 
DAILY ROUTINE POLICE PATROL AND POLICE RADIO 

The Boardman Police Department will send an officer daily to each of the schools located in 
Boardman.  St. Charles School will have an officer stop daily to walk through our building.  This plan 
allows officers to get to know the layout and routines of each of the schools.  In case of an 
emergency, the Boardman Police Dept. would have a greater understanding of our facility.  It will 
also give all of us at St. Charles an opportunity to get to see a police officer in our building and know 
that we are a part of Boardman’s safety plan.   
 
All Boardman Schools (St. Charles included), now have a direct police radio in the school. In many 
emergencies law enforcement officials have found that power may be out and cell phones are used 
so much that it is impossible to communicate with the Police Department.  The radio in our office 
allows us to communicate directly and immediately with the Boardman Police in case of an 
emergency. 
 
CRISIS MANAGEMENT TEAM 

St. Charles School has a Crisis Management Team in place that consists of school principal, school 
personnel, and the Boardman Police Department. This team meets a few times a year to ensure that 
the students’ safety in any emergency is considered and a plan is in place.  School Staff is educated 
on safety and evacuation regularly. Each classroom is equipped with necessary items and 
instructions to follow through in any type of emergency.  
 
NAVIGATE PREPARED 
St. Charles School uses NaviGate Prepared to improve communication in the event of a crisis or 
emergency. NaviGate Prepared® was designed with schools in mind and provides eyes-on access to 
emergency protocol and facility information. School officials and emergency responders have 
access to the up-to-date information to train, improve, and take action when needed.  Information is 
accessed through the internet and is securely stored in a cloud environment. 
 
FIRE/RAPID DISMISSAL/TORNADO/EMERGENCY DRILLS 

Saint Charles School adheres to recommended dismissal drills for fire, emergencies, lockdown, and 
tornados. Students are instructed on procedures and safe locations.  Teachers remain with students 
at all times during these drills.  Arrangements have been made with Boardman Local Schools to 
move the students to a nearby facility if Saint Charles School/Church is not able to be used to 
shelter the students.  Parents will be notified via One Call Now if it becomes necessary to alter our 
regular practice drill procedures.   
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If an evacuation occurs, a student will only be released to those individuals listed on the 
Reunification Authorization form (Appendix 16). Each student is required to have a completed form 
on file with the school office. 
 
SEXUAL HARASSMENT--STUDENTS 

Sexuality affects all aspects of the person, including in a general way the aptitude for forming bonds 
of communion with others. The Catholic Schools of the Diocese of Youngstown endeavor to provide 
for their students an atmosphere free from sexual harassment. 
 
For the purposes of this policy, sexual harassment includes the following specific instances:  verbal 
sexual abuse; disseminating obscene or sexually explicit material whether in the form of electronic 
communication, music, written lyrics, pornographic pictures or other literature, or having such 
material in one's possession in the school, on school grounds or at school-sponsored activities; 
obscene or sexually explicit graffiti anywhere in the school or on the school/parish grounds; 
continuing and unwanted written or oral communication directed to another of a sexual nature; 
spreading sexual rumors/innuendoes; obscene t-shirts, hats or buttons; touching oneself sexually 
in front of others; obscene and/or sexually explicit gestures; and any other inappropriate behavior 
of a sexually explicit or obscene nature that demeans or offends the recipient.  The above list is not 
meant to be all-inclusive, but is intended to provide guidance as to what may constitute sexual 
harassment. 
 
Isolated, trivial incidents are not sufficient to constitute harassment and will be handled according 
to the student behavior code. 
 
Allegations of sexual harassment (as defined above) are to be reported to the teacher and the 
principal/designee. Parents of both the offender and the victim will be informed of the allegations.  
The matter is to be kept confidential by all parties involved and every effort will be made to protect 
the alleged victim from retaliation.  The parents of both the offender and the victim are obligated to 
cooperate in remedying the situation. 
 
If the allegations are substantiated, disciplinary actions will be taken.  These will depend on the 
nature, frequency and severity of the action, the ages of the offender and victim, the history of 
similar actions by this individual and the circumstances in which the harassment occurred.  
Possible disciplinary actions may include but are not limited to any or all the following: 
 - verbal warning/reprimand and apology to the victim (a pink slip); 
 - a parent/student/principal conference; 
 - written warning/reprimand and parent notification entered in the student's file; 
 - detention or removal from selected school activities and/or extracurricular activities; 
 - behavior/probation contracts, possibly requiring professional intervention; 
 - suspension; and/or 
 - expulsion. 
 
SEXUAL VIOLENCE 

Sexual violence is handled separately because of its potentially criminal nature.  If an incident of 
sexual violence occurs, the principal, pastor or other school authority is required, under state law, 
to report the incident (ORC 2151.421).  The Department of Human Services and the police will be 
contacted immediately if there is any "reason to believe" (ORC 2151.421) that sexual abuse or 
violence has occurred involving a child less than eighteen years of age.  The Office of Catholic 
Schools will be contacted immediately in these situations. 
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Generally, sexual harassment should be construed as sexual violence when the recipient is 
physically touched without his/her consent in a sexual manner; is expressly threatened or 
perceives a threat of physical harm for purposes of the offender's sexual gratification; or is the 
victim of sex offenses under Ohio law, including Gross Sexual Imposition (ORC 2907.05), Sexual 
Battery (ORC 2907.03), Rape (ORC 2907.02), Importuning (ORC 2907.07), Voyeurism (ORC 
2907.08), Public Indecency (ORC 2907.09), or Felonious Sexual Penetration (ORC 2907.12) as 
examples.  In each one of the above examples, the Department of Human Services and the police 
will be contacted immediately. 
 
HEALTH EMERGENCY 

In the event of a health emergency such as flu pandemic, the school principal and nurse will work 
with the Mahoning County Health Department to coordinate with their pandemic plans and 
procedures.  The school will follow the directions of the Mahoning County Health Department, 
which networks with the national agencies for disease control.  Information will regularly be 
communicated with parents via newsletter or One Call Now, and if needed, media vehicles used for 
other calamities will be activated. 
 
How parents can help: 

1. Teach your children to wash their hands often with soap and water or use a sanitizer gel. 
2. Teach your children not to share personal items like drinks, food, unwashed utensils. 
3. When coughing or sneezing, children should learn to cover their mouths with a tissue or an 

elbow; never an uncovered hand. 
4. Know flu symptoms: Fever (100 degrees F or higher); cough, sore throat; a runny or stuffy 

nose; body aches; headaches; and feeling very tired.  Some people also vomit or have 
diarrhea. 

5. Keep sick children at home for at least 24 hours after they no longer have a fever. 
6. Do not send children to school who are sick. 

 

IX.  FINANCES 

 
TUITION POLICY 

1. There are two tuition rates at St. Charles School; the parishioner rate and the non-parishioner 
rate, as determined by the Lumen Christi Catholic Schools Board.   

 
2. In order to receive the parishioner rate families should: 

 Be registered members of St. Charles Borromeo Parish, any other Lumen Christi    
Parish or another Roman Catholic Parish in the Diocese of Youngstown.  

 Attend liturgy with their children on a weekly basis. 
 Use their weekly contribution envelopes as a way of sharing their gifts with the Lord. 
 Contribute time, talent and treasure to volunteer activities and fundraisers in support  

  of the  school or parish. 
 

3. According to diocesan policy, for families who are parishioners of a parish that does not have a 
school, the difference between the parishioner and non-parishioner rate is charged to that 
parish.  It is up to the parents to talk with the Pastor of that parish to ensure that they are 
registered parishioners in order to receive the parishioner rate. 
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NOTE: Families registered at another Roman Catholic Parish in the diocese are required to 
request a “Parishioner Tuition Rate” letter from the school office, have it signed by their 
pastor and return it to the school office.  If the office does not receive a signed copy of this letter, 
the non-parishioner rate will be charged. 

 
4. Non-Catholic students are charged the non-parishioner rate. 

 
5. Tuition payment options include: 

 One annual payment due August 15th – payable to Lumen Christi Catholic Schools, 5225 
South Avenue, Boardman Ohio 44512. 

 Borrow funds through the DOY Credit Union and make one annual payment on August 
15th - payable to Lumen Christi Catholic Schools. 

 10 Monthly Payments to be made through SMART Tuition.  
 

Smart Tuition 
Lumen Christi Catholic Schools will be utilizing Smart Tuition as one option for the processing and 
collection of tuition and fees for the school year. Smart Tuition is a tuition management system, 
which serves families while also improving the school’s cash flow systems. With Smart Tuition you 
will be able to: 
 

 Select a payment method that works best for you. 

o Invoices can be sent monthly, allowing you the option to mail in a check or 

money order (10 or 11 months options). 

o Setup reoccurring payments with the Automatic Debit Option. 

o Pay in Monthly Installments.  

o Choose a due date of the 1st or the 15th of the month. 

o Pay by Credit Card with a 2.65% processing fee per transaction. 

 

 Access your own Smart Tuition account online. 

o You can edit your profile, including your username, password, contact 

information, and payment method information. 

o You can review and print your monthly billing details and payment history. 

o You can make a one-time payment or setup monthly scheduled payments. 

 Receive payment and follow up reminders. 

o If you pay automatically, Smart Tuition will e-mail you a reminder of your 

upcoming payment 7-10 days before your due date.   

o If you happen to miss a payment or have an outstanding balance, they will 

kindly remind you by email and phone. 

 Speak to a customer service representative 24/7, 365 days a year. 

o Have your questions answered by their friendly and helpful staff 

o Make a payment  

Payment Policies Late Payments and Insufficient Funds 
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If payment is not received on or before the agreed upon due date, an additional, non-
refundable, fee of $40 will be applied to the payment due to that payment period.  Grade 
cards and Option C availability will be withheld if tuition payments are not paid when grade 
cards are issued. 

 
If a check payment fails for insufficient funds, a $25 penalty will be charged the family. 

 
If an ACH payment fails for insufficient funds, a $25 penalty will be charged the family.  
 
Contract Cancellation  
The school enrollment contract may be cancelled due to transfer to another school, 
expulsion, or student withdrawal. Parent/Guardian will remain responsible for any 
outstanding tuition payments and/or fees. Upon withdrawal or termination of the student's 
enrollment, tuition will be prorated to the last school day of the current month.  

Once a commitment form is signed and the amount of tuition is determined, Lumen Christi 
Catholic Schools requires that all families honor their tuition agreements. Lumen Christi 
Catholic Schools reserves the right to remove a student from the School if tuition payments 
obligations are not met.  For a new school year, a child will not be re-admitted if the family has 
a balance from the previous year. 

 
FINANCIAL ASSISTANCE PROGRAM 

The purpose of the Lumen Christi Catholic Schools (the System) financial assistance program is to 
make Catholic elementary and pre-school education affordable and available for all families who 
desire a Christ centered education.  Financial assistance will be distributed on the basis of financial 
need as determined based on family financial information submitted to PSAS and financial aid 
resources available.   
 
Financial assistance is available through (1) Lumen Christi Catholic Schools (the System), (2) by 
each of its Member Parishes (St. Charles ) and (3) through the Diocese of Youngstown.   
 
Lumen Christi Catholic Schools (the System) has adopted the following guidelines for the 
administration of tuition assistance through Lumen Christi Catholic Schools and its Member 
Parishes.    
 
Tuition Rates  
Lumen Christi Catholic Schools and its Member Parishes recognize the following three groups of 
families (1) Registered Catholic Parishioners, (2) Non-registered Catholic Parishioners and (3) Non-
Catholics.  Registered Catholic Parishioners are offered a lower tuition rate than Non-registered 
Catholic Parishioners and Non-Catholics who are required to pay the same tuition rate. 
 
In order to qualify for the Registered Catholic Parishioner tuition rate, a family must be registered 
as a contributing member of a Roman Catholic Parish, meeting the requirements established by the 
Parish at which the family is registered as a contributing member.   
 
Volunteer Service 
Lumen Christi Catholic Schools require more than tuition for its support.  Individual contributions 
of all forms are necessary for consistent improvement of the classroom education and the 
supportive infrastructure for faculty, staff, students, and parents.  Families are expected to 
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contribute time, talent or money for one or more of the fundraisers throughout the course of the 
school year.  Dedicated and committed involvement by families is strongly encouraged. 
 
Many volunteer opportunities can be found by contacting the school office or the Lumen Christi 
Catholic Schools office at 330-788-6106. 
 
Administration of Financial Assistance 

 The financial assistance decisions awarded by Lumen Christi Catholic Schools (the System) 
will be made by the System Financial Assistance Committee.  The System Financial 
Assistance Committee shall be comprised of the System President, Board Chair and another 
Board member appointed by the System President. 

 
 Financial assistance decisions awarded by the Member Parishes will be made by each 

Member Parish Financial Assistance Committee.  The Member Parish Financial Assistance 
Committee shall be comprised of the Pastor, School Principal and a parishioner named by 
the Pastor.  Each Member Parish maintains certain financial resources for financial 
Assistance for families of that Member Parish community. 

 
 Financial assistance decisions awarded by the Diocese of Youngstown are governed by the 

Diocese of Youngstown and not this policy.   
  

Each family applying for financial assistance must complete an Application for Financial Aid and  
PSAS Student Aid Form, which can be obtained at www.psas.org, at a school office, on the school 
website, or the Lumen Christi Catholic Schools office at 5225 South Avenue, Boardman OH 44512;  
Phone:  330-788-6106.  This information will also be provided to the Diocese of Youngstown for 
consideration for financial assistance award consideration. 
 
Timetable 
Applications for Financial Aid and a Financial Aid Form for the school year must be submitted by 
the date established each school year (typically March).  The information required to be provided 
with the Financial Aid Form includes the applicant’s previous year’s Federal income tax return and 
certain supporting information.  Lumen Christi Catholic Schools will endeavor to advise a family if 
complete information has not provided; however, it is the responsibility of each applicant to 
provide complete information.   
 
Communications of financial aid decisions will be communicated to each family by May. 
 
Financial Assistance Policy 

The determination of a family’s financial need is based on analysis of the Financial Aid Form and 
supportive financial aid information that is requested.  Awards are based on demonstrated need of 
the family and availability of financial aid funds.  
 
Every award is made for one year and may be applied for each subsequent year.  Each year’s 
financial assistance awards are based on financial needs of all applicants and the availability of 
financial assistance funds. 
 
Lumen Christi Catholic Schools uses PSAS to provide an independent financial analysis based on the 
submission of the Financial Aid Form and related information.   
 

http://www.psas.org/
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Lumen Christi Catholic Schools will consider the income and assets of both natural parents, if living, 
before making an award.  If the custodial parent has remarried, we will also consider the income 
and assets of the step-parent.  The noncustodial parent is also required to complete the Financial 
Aid Form and supportive financial aid information that is requested.  Any financial support that 
may be available beyond the parent’s income and assets should be reported on the Financial Aid 
Form, such as tuition assistance provided by grandparents and other relatives. 
 
Families who have unpaid tuition from any prior school year are not eligible for financial assistance. 
 
Families that submit application for financial assistance after the deadline are encouraged to 
complete the application and Financial Aid Form.  Limited funds are sometimes available after the 
initial awards are made; however resources cannot be guaranteed and amounts may not be 
available after the deadline has passed. 
 
All information provided to Lumen Christi Catholic Schools is personal and the confidentiality of the 
information submitted will be maintained. 
 
Any scholarship awarded by the Diocese of Youngstown will reduce a scholarship award by Lumen 
Christi Catholic Schools (the System) and from the Member Parishes. 
 

 

X.  STUDENT RESPONSIBILITIES & BEHAVIOR 

 
CODE OF CONDUCT AND ANTI-BULLYING POLICY 

In all areas of learning, discipline must be considered in the development of the whole 
person.  The Code of Conduct is based on the Gospel message of Jesus.  Growth in self-
discipline, a responsibility for Catholic morals, values and a loving respect for the rights of 
all persons is encouraged and nourished by the Code of Conduct.  To achieve these ends, 
parents, faculty and students work together to create a Catholic school environment.  These 
basic components include the following: 
 
 Teachers have the right to teach.  No student will stop the teacher from teaching.  
 
 Students have the right to learn.  No student will stop another student from learning. 
  
 Students have the right to be free of harassment, intimidation or bullying from 

another person. 
 
The school observes this Code of Conduct because it is built on fundamental Catholic school  
teachings.  The role of the principal, staff and faculty is to work with the students and 
parents to assist the students in developing a strong Christian attitude toward life. (See 
Appendix 2). 
 

ANTI-BULLYING INTERVENTION COMMITTEE 
St. Charles School has an anti-bullying intervention committee.  Reports of bullying from a student 
(either a victim or an observer) or a parent should be reported to the principal or a member of the 
committee so that an appropriate investigation may take place. 
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GYM USE AND CONDUCT 

The Saint Charles School gymnasium is for the sole use of Saint Charles School athletic teams and 
parish groups.  Student groups must be supervised by the coach/parent who is responsible for the 
activity. 

 Students are not permitted in the gym unless they are part of an authorized program and 
the adult supervisor is present. 

 No profane language or disorderly conduct will be tolerated. 
 No gum, food or beverages are permitted in the gym. 
 Anyone who is responsible for destroying Saint Charles property will be held financially 

responsible for intentional damage. 
 Theft or willful damage will be referred to the police.  Offenders will be dropped from all 

sports programs for the entire year. 
 Users of the gym are required to wear gym shoes. 
 Violations of the rules governing the gym will be subject to immediate suspension of gym 

privileges. 
 When school is cancelled due to inclement weather, the gym is not available for use during 

the day or in the evening.  
 When school is not is session because of scheduled holidays, permission to use the gym 

must be obtained from the principal at least two days prior to the requested day.    
 

BUS BEHAVIOR 

St. Charles School supports and cooperates with the procedures of the local school districts 
regarding behavior on school buses.  These procedures include parent notification, suspension for a 
time from transportation, and loss of transportation privileges.  Parents are required to sign and 
return the conduct slip to the principal.  Students will also receive a St. Charles School pink slip. 
 
WEAPONS 

Unless otherwise authorized by law, pursuant to the Ohio Revised Code, no person shall knowingly 
possess, have under the person’s control, convey or attempt to convey a deadly weapon or 
dangerous ordinance onto these premises.  ORC SEC. 2923.1212.  A valid concealed carry permit 
does not authorize the licensee to carry a weapon onto these premises. 
 

A. A “weapon” is any instrument or device designed primarily for use in inflicting 
death or injury upon a human being or animal, and which is capable of 
inflicting death upon a human being when used in the manner for which it was 
designed.  Additionally, any instrument or device of any sort whatsoever 
which is actually used in such a manner as to indicate that an individual 
intends to inflict death or serious injury upon the other, and which, when so 
used, is capable of inflicting death upon a human being, is a weapon.  Weapons 
include, but are not limited to, any pistol, revolver, or other firearm, dagger, 
razor, stiletto, switchblade knife, or knife having a blade exceeding five inches 
in length.  Facsimiles of weapons used in a threatening fashion are subject to 
this policy.  Dangerous objects include, but are not limited to, clubs, 
numchucks, brass knuckles, knives, butterfly knives, stun guns, and billy clubs. 

 
B. Possession includes bringing a weapon onto school property, to school-

sponsored events either on or off school property, storing a weapon in one's 
locker or other area of the school property, or having a weapon on one's  

 person. 
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SUBSTANCE ABUSE 

The St. Charles School makes every effort to make students aware of the dangers and consequences of 
the unlawful use of substances.  
 
 1. For purposes of definition, the Office of Catholic Schools defines substance abuse as the 

improper use of legal drugs/substances (to include tobacco and steroids) and/or the 
use of illegal drugs/substances.  Students who unlawfully use, consume, possess, or 
distribute drugs, or who use, consume, possess or distribute alcohol, and/or possess or 
threaten to use any weapon (e.g., knife) or firearm (to include firecrackers and/or any 
explosive device that would bring potential harm to people and/or property) on school 
property or at school activities or near school property with access to students 
attending the school or against any member of the school community are subject to 
appropriate disciplinary action (including but not limited to expulsion).  The school 
may require a professional assessment to determine the appropriate program of 
rehabilitation, if one is needed.  

 
 2. The use or sale of drugs on or within one thousand feet of school property is unlawful 

under Ohio State law and is in violation of school policies.  If a student is suspected to 
have violated this policy or is discovered with the unlawful use, sale or possession of 
drugs or alcohol on or near school property or at school-sponsored events, the student 
will be subject to disciplinary action, up to and including expulsion.  In the event 
school officials believe that a student is under the influence of an illegal substance, 
the parents will be notified.  School officials reserve the right to require that the 
student be taken for drug testing within 24 hours and that the results of the testing 
be shared with the appropriate school officials. If, however, a violation of the law 
has occurred, the proper law enforcement agencies will be contacted. 

 
GANGS 

Gangs and gang-related activity are prohibited.  A gang is defined as any non-school sponsored 
group, usually secret and/or exclusive in membership, whose purpose or practices include unlawful 
or anti-social behavior or any action that threatens the welfare of others. 
 

DISCIPLINE 

Because it is impossible to foresee all problems which arise, this handbook empowers the faculty 
and principal/designee to take disciplinary action for any behavior (within or outside of the school 
community) which violates the spirit, philosophy and Code of Conduct of the school, even though 
not specified.  In justice to the other students, circumstances may dictate that a student be removed 
temporarily or permanently from the particular school setting.   
 
Use of Disciplinary Action 
In cases where a student is continually disruptive of others or in the case of a single serious 
disciplinary infraction, the teacher will apprise the principal/designee of the situation.  They will assist 
in the development of a course of action to be taken to correct the situation. Corporal punishment is 
prohibited. 
 
Students who lack self-discipline or who violate the rights of others can expect disciplinary action.  
Each offense will be dealt with on an individual basis according to the age of the student, the nature 
of the infraction, and the severity of the case.  Repeated infractions can result in more serious 
consequences, up to and including suspension and/or expulsion, but there is no requirement for 
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progressive discipline.  
 
Disciplinary Measures 
The following are some approved disciplinary measures: 

1. appropriate verbal reprimand; 
2. conduct report (pink slip); 
3. conference with student and/or parent; 
4. temporary removal from the classroom (e.g., time-out room) or isolation from the 

group with supervision; 
5. loss of privileges; 
6. supervised school detention; 
7. referral to office; 
8. disciplinary contract. 

  
SPECIFIC DISCIPLINARY POLICIES 

The Code of Conduct Policy of Saint Charles School can be found in Appendix 2. 
 
SUSPENSION 

Serious or repeated misconduct may lead to suspension from class or school.  It is within the 
authority of the local building administrator to suspend a student from class or school.  The 
diocesan schools shall not suspend a student for more than five (5) consecutive days; however, if 
the suspension is for an offense which can only be addressed through counseling in substance 
abuse or anger control or requires the assistance of an outside agency, the suspension may be of a 
duration to allow such counseling to occur. 
 
1)  Offenses that may warrant suspension are 

a) A serious offense involving the use of violence, force, threat, coercion or other 
conduct which violates the safety of others.  Police should be informed of these 
incidents. 

b) Use/possession of a weapon.  (Police must be informed.)   
c) Vandalism, destruction or theft of school property. 
d) First offense involving possession, use or being under the influence of drugs, alcohol 

or other chemical substances (Counseling may be required where necessary). 
e) Repeated disregard for school rules and regulations. 
f) Other offenses serious enough to warrant a student's removal from school. 

 

EXPULSION 

Expulsion is the most serious disciplinary action taken by diocesan schools and may be used for 
serious disciplinary infractions, when public behavior affects school morale, safety and/or when 
the student remains incorrigible.  Only the Superintendent of Schools may expel a student.  In 
diocesan schools, expulsion is the permanent removal of a student from the school community.  
When a student has been expelled, official school records and withdrawal papers will so indicate 
that. 
 
Unless directed otherwise by the Superintendent of Diocesan Schools, no principal shall admit to 
his or her school a student who has been expelled from another diocesan or public school. 
 
STUDENT REGULATIONS AND PROCEDURES 

Privacy of individual students must be balanced against the need to protect the health, welfare and 
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safety of other members of the school community. 

 

STUDENTS AND STUDENTS’ PROPERTY 

Searches 
The principal or his/her designee has the right to protect the health, welfare and safety of school 
patrons against drugs, weapons, unauthorized publications and other contraband materials.  Search of 
a student's person and/or personal property on school property (e.g. automobiles, etc.) or at school 
activities may be conducted by the school principal/designee.  It is only necessary that a search be 
reasonable and related to the school’s rights in these regards.  The failure of a student to voluntarily 
submit to a search shall be presumptive evidence of the existence of contraband and grounds for 
appropriate disciplinary action.  

Students and Student Property 
Students are solely responsible for their own personal property.  The school accepts no responsibility 
for items left unattended in the common areas of the school.   

School Lockers and Desks 
Lockers and desks are school property and are subject to searches by school authorities to protect 
the safety of all.  A student to whom a locker or desk has been assigned has vis a vis other students 
exclusive use of the locker or desk but has no proprietary rights versus the school. 
 
PLAYGROUND REGULATIONS 

One recess is scheduled per day for students in grades kindergarten through five.  When the 
temperature or wind chill is below 30 degrees Fahrenheit, it is raining or the playground conditions 
are judged not suitable, the students will remain indoors for recess.  Otherwise students should 
come dressed for the weather including coats, hats, gloves, and boots. 
 
Generally, if a child is well enough to be at school, he or she should be well enough to participate in 
outdoor recess.  When it is necessary for a child to be excused from outdoor activities, a written 
request signed by the parents must be given to the homeroom teacher. 
 
 1.  During lunchtime, students are not permitted in classrooms without a teacher. 
 2.  Students are not to reenter the building without permission from the teacher/parent on  
                     duty. 
 3.  Food and/or drinks are not permitted on the playground. 
 4.  Code of Conduct and Anti-Bullying Policy is in effect at recess. 
 5.  Supervisor (parent or teacher) is to be obeyed without question. 
 6.  Recess is over when the bell rings... students are to quietly walk to their lines 
              7.  All students must enter the building quietly. 
 
LUNCHROOM REGULATIONS 

Lunchtime Procedures 
 1.  Students will say “Grace Before Meals” together in homeroom. 
 2.  Students will WALK to the lunchroom quietly. 
 
Lunchroom Behavior 
 1.  Students will stand in the lunch line in a quiet, orderly fashion. 
 2.  Students will speak in a soft voice. 
 3.  Students will sit at assigned tables and seats. 
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 4.  Students who buy a snack will return to their seat immediately. 
 5.  Students will use a napkin as a placemat on the table. 
 6.  Students will say “Grace After Meals” reverently. 
 7. Students will throw their trash away carefully and return to their place at the table to  
      wait for their room to be called for dismissal. 
 8.  All students are responsible for picking up after themselves 
 9.  Students will stack chairs quietly and properly. (3rd lunch)  
             10. Leave the lunchroom as directed. 
 
CHILDREN ADDRESSING ADULTS 

All children at St. Charles School are taught to address adults by a title and a last name (ex. Father 

Rogers, Miss Welsh).  We ask that parents instruct their children to use this formal greeting while 

students are in school, regardless of the greeting used when students are not in school.  This 

consistency makes communication easier for everyone (of course, mom and dad are not a part of 

this policy.)  

 
GUIDELINES AND IMPLEMENTATIONS 

In light of the unique situations which may arise in the educational process, and because it is 
impossible to foresee all school issues that arise, the faculty and administration reserve the right to 
address and to take appropriate action for any such situations not specifically referenced in this 
manual.  In addition, in view of the unique and essential religious mission of St. Charles School, it is 
expressly understood that St. Charles School may take actions in cases where moral offenses occur 
which reflect adversely on the school, the Catholic Diocese of Youngstown or the Roman Catholic 
Church, or which interfere with the ability of St. Charles School to perform its religious mission or 
to effectively maintain the intimate working relationship of St. Charles School and the Community 
of Faith.  
 
This handbook may be modified by St. Charles School after reasonable notice to the 
parents/students of the effective date of any changes.  Any section headings are for convenience of 
use, and shall not affect the interpretation of any provisions.  If St. Charles School should elect not to 
take action in a particular situation, this shall not be construed or interpreted as a waiver or 
preclude St. Charles School from acting in a subsequent situation of the same or similar kind.  
 
The St. Charles School Handbook is available on Option C and the school website.  All parents are 
required to sign a form stating they have read the rules and regulations outlined in this handbook 
and they agree to abide by those rules.  This signature form will be distributed and the form must 
be signed and returned as soon as possible, but no later than end of the second week of school.  
Failure to have a signed form on file will not prevent St. Charles  School from enforcing its policies, 
but may result in disciplinary action being taken and/or prevent a student from enrolling (or 
continuing enrollment) in St. Charles School.  
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APPENDICES 
1. Textbook List 
2. Code of Conduct/Anti-Bullying Policy w/Agreement 
3. Student Technology and Internet Acceptable Use Policy & Agreement 
3a. Publish on the Internet/Publications Form 
4. Conditional Placement Form 
4a.  Student Retention Form 
5. Volunteer Driver Information Form 
6. OSHAA Physical Form 
6a Elementary Athletic Participation Form 
7. Uniform Policy 
8. Emergency Medical Authorization 
9. Medication/Self-Medication Administration Form 
10. Special Project Fundraising Form 
11. Staff Email Listing 
11a Email Authorization Form 
12. Text Messaging Opt-In Form 
13. iPad User Agreement Form 
14.  Family Afternoon Dismissal Form 
15. After-school Activity Permission Form 
16. Re-unification Form 
17.  Before Care Emergency Form 


